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GREETINGS 


at this season of the year, when in spite of wars, 
problems and. dissension, Goodwill and gen 
erosity prevail. We seem to count our blessings 
rather than our troubles, we look for the good. 
ness in man rather than the evil. This custom 
has prevailed for 1900 vears. It is good and 


will always prevail. 


We at Neva-Clog count as one of our 


greatest blessings, the Goodwill of our many 


co Acco 
friends and customers, the tolerance shown hes dos 
when it has been so difficult to meet the de- dupl 

- . n to 
mands, the indulgence on the part of all on our ny 


inability to give the service you have been ac- 


customed to and have a right to expect and so— 


to one and all—We extend our sincere 
thanks and best wishes. 


NEVA-SLOG PRODUCTS. Inc. 


BRIDGEPORT, CONN 
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ANT 3 ‘ORIGINALS’ 
of Audits, Reports, Financial Statements 


IN ONE WRITING? 


—————— : 


= =" 


ARTHUR K. DILLINGSWorRTH 
CARTWRED PUBLIC ACCOUNTANT 
‘999 BROAD steer MEW YORK, wy. 


January 5, 1947 


Marshall & Waiteced Co, 


1 have examined the books 
accounts of your's 
endine Dee. Si, ee; Ya somnestion thanns 


leo made « eview of the sscounting 
records and the income ng 
seorees oat SS 8 and expense ascoun 
Customers and ereai 

were not cireularised 10 sonfirestion sf thetr 
Feepective outstanding balances. 

or wa@it the gree 7 

accounts had deen pall 


In ay opinion, based 
. ‘tached Balance esr "ane 


Athi: 


Arthur EK. Dillingsworth 
a 
+. 


Accountants and top executives do! For so desirable are dignity, conviction, color clarity and uniformity 
in important reports, that CPA’s willingly sanctioned the extra typing time required to prepare three 
duplicate originals. 

n today’s increasing demands for all types of financial reports, this time-taking retyping of originals is 
0 longer necessary! 


Columbia ACCOUNTANT SPECIAL CARBON PAPER 


COMPANION PRODUCTS TO a specially manufactured, hard surface, smudge 
CO SAM. Ga laeee proof carbon sheet for accountants, produces car- 
bon copies so impressive that they can hardly be 
Columbia distinguished from the original. 
CLASSIC TYPEWRITER RIBBONS Best matched with these copies, for clarity and color, 
are superb originals typed with Columbia Classic 
Typewriter Ribbons, companion products to Ac- 
countant Special. And to compensate for uneven 
typing touch, to assure even impressions, supply your 
typists with inexpensive Columbia Backing Sheets, 
which slip easily into the machine between the last 
carbon copy and the platen. 


Ask your office supply dealer or the Columbia of fice 
nearest you for demonstration and prices. 


Manufactured by 
COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office & Factory: Glen Cove, L. I., N. Y. 
New York Sales & Export: 58-44 West 40th St. @ Midwest Sales: Kansas City, 
Mo., Dwight Bidg. @ Chicago @ Detroit @ Milwaukee @ Minneapolis @ Nashville 
Philadelphia @ Pittsburgh @ Portland, Oregon @ Cincinnati (Harris-Moers Co.) 
Atlanta) @ Also: London, England @ Sydney, Australia @ Milan, Italy 


The Columbia 
BACKING SHEET 


prFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Geyer, 
Seni = New York, N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class matter on 
. 20. 1946, at the P.O., N. Y., under the Act of March 3, 1879. Volume 7, No. 11; November, 1946. Subscription $2.00 per year in United States 


Ssions, Mexico and Cuba: $3.00 all other countries. Printed in United States. 
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@ Roller Bearing Top 


@ All Steel Construction 
@ For Hanging Folders 


@ For Follow Block 


@ Dust-Proof—Fire Resistant 


ar: 
FILE 


IT HAS EVERYTHING 


No. 1519 


¢ Patents Pending 


Meets Your Every Need For a 


Luality 


IN CLOSED POSITION 


Welded, heavy gauge top 

fits tightly, snugly over 

records in one easy move- 
ne ment. 


amr 


ICAG! 


ie December, 1946 


) RED LINE MANUFACTURING C 


ROLLAWAY FILE 


The “Executive” exudes quality, efficiency, 
life-time service. Beautifully finished, metic- 
ulously built, it is loaded with sales appeal. 
Roller bearing top protects records when 
closed; lifts up and rolls back, out-of-way 
when used. Free rolling casters for easy 
portability. Built-in slides for hanging fold- 
ers; bottom grooves for spring controlled 
follow block; guide rod for regular folders. 
Every office, school, factory, industry, home 
is a live prospect. Start this sales-getting; 
traffic-building, Executive File working for 
you. Limited quantities now available. 


*9 950 


Without Folders 


List Price Higher 
West of Rockies ‘ 
SPECIFICATIONS 


FINISH: Olive green Hammerloid 
baked enamel. 

TOP: Welded heavy gauge steel, 
roller bearing. 

SIDES AND BOTTOM: Heavy gauge 
steel, slotted and grooved for hang- 
ing files, follow block, guide rod for 
regular folders. 

LEGS: Solid steel. Smooth rolled 
edges. 

CASTERS: Strong, sturdy, free and 
easy rolling. 


. SIZE: 15"x 18"x 27” high. 9%” deep. 


SHIPPING WEIGHT: 24 Ibs. 
PACKED 1 to carton, K. D. only 4 
legs to attach. 

PRICES: F. O. B. Chicago. 


sm, 


PLACE YOUR ORDER TODAY 


OFFICE MANAGEMENT AND EQUIPMENT 


DEPT. G, 418 SOUTH CLINTON STREET 
CHICAGO 7, ILLINOIS 
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RED FEATHER yaycheg 


After the reception you gave the Copy Chief at the National 
Business Show in October our faces still reflect the warmth 
generated in us by your words of praise and encouragement, 
and your orders — orders that are still pouring in from literally 
all over the world. . 

We thank you for those kind words. In return we'll fill your 
orders just as fast as we can. And—lest we forget — thanks to 
our many fine dealers for their cooperation and patience during 
our transition period. 

Merry Christmas —and a happy Red Feather New Year! 


H. M. Carscallen, president 
Red Feather Products, Ltd. 
Redwood City, California 
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ber, ! 


COVER LOOKS 
LIKE LEATHER 


—and it’s specially treat- 
ed for extra strength. The 
tough pyroxylin coating 
makes it moisture-resis- 
tant, too! 


—o 


December, 1946 


SLICK 
GLEAMING 
ACETATE 
MouNnTs! 


BLACK 
SHEETS! 


WHITE 
SHEETS! 


STOCK UP! Each album comes complete with a 
rake, and with 1 white and 1 black sheet in each of 
the six acetate mounts. (12 display pages). Page size, 
9x 11". Nationally advertised at 


PLACE YOUR ORDER TODAY! each 


. yi NE W / Minimum order, 1 ben. $1 9 5 


THE RAKE~=aclever little gadget which 
makes the ring binder as easy to use as a 
loose-leaf binder. Simply push in additional 
pages. It’s quick! It's easy! 


EXTRA RAKES (1 doz. to package) 5¢ each 
EXTRA ACETATE MOUNTS 30¢ each 
1 white and 1 black sheet inserted in each 
mount. Packed 24 to a box. 
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USER SATISFACTION. 


In spite of present day uncertainties . . . One 
thing is sure ... you can't beat that exerience of 

more than three-quarters of a century! For just that 
long users have found that through troublesome times 
or tranquil . . . the Feldco Line of regular and zipper ring 
binders is a good dependable line for . . . sales appeal .. . 
and user satisfaction. 


The name of Feldco has always been synonymous with the latest 
developments in the zipper and regular ring binder field . . . Vinyl-Tex, 
our latest offering to the trade, has already proved its durability, beauty 
and utility to users who have deluged us with repeat orders. Material 
shortages, still being with us, retard our volume production on this fast-selling 
profitable item. However, we are endeavoring to overcome this handicap and hope 
soon to be in a more advantageous position to supply your requirements. 
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It's a Time-Sacer 


oe 
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~ 
° = 
G@» g 


“WW 
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~ 


It’s an Effort Sacer 


Seat one ae a ba see 


It’s the HERCULES Boorum & Pease RING BOOK 


Yes! Here’s a ring book that rings the bell for quality 


. . convenience and value! This one book has all of 


these desirable advantages: 


and Forms, Visible 
Equipment and 


Order From Your Boorum & Pease 
Stationer Today! FOR EVERY RECORD—A WAY TO KEEP IT! 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. ¢ ST. LOUIS 2: 115 SO. 8TH ST. ¢ CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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IT’S THE ONLY FILE WITH 
ALL THESE FEATURES 

@ Roller Bearing Top 

@ All Steel Construction 

@ Grooves for Hanging Folders 

@ Follow Block for Reg. Folders 

@ Guide Rod for File Guides 

@ Dust Proof; Fire Resistant 


No. 1519 


Meets Your Every For a 
Luality ROLLAWAY FILE 


The “Executive” exudes quality, efficiency, 
life-time service. Beautifully finished, metic- SPECIFICATIONS 


‘9950 


Without Folders 


List Price Higher 
West of Rockies 


ulously built, it is loaded with sales appeal. FINISH: Olive green Hammerloid 
; baked enamel 
Roller bearing top protects records when TOP: Welded heavy gauge steel, 
. roller bearing 
closed; lifts up and rolls back, out-of-way SIDES AND BOTTOM: Heavy gauge 
when used. Free rolling casters for easy port- nave ge et a —_ 
‘ ing files, follow block, guide rod for 
ability Built-in slides for hanging folders; en ra Soldiers. . 


bottom grooves for spring controlled follow re Solid steel. Smooth rolled 


block; guide rod for regular folders and file CASTERS: Strong, sturdy, free and 


“ ‘ Hling. 
wo: guards. Every office, school, factory, industry, size, 15°s nex 27" high 9%” deep 
TAKES ALL FOLDERS home is a live prospect. Start this sales-get- SHIPPING WEIGHT 24 Ibs. 
Use any type folder you wish, the tina: traffic-buildi = tive Fil ki range 1 carton, K D only 4 
Semitien ty cepntilty dettaned ing; traffic-building, Executive File working egs to attach. 


PRICES: F O B. Chicago 


to take them all This is an for you. Limited quantities now available. 
exclusive feature that triples its 
convenience and usefulness 


PLACE YOUR ORDER TODAY 


MASO STEEL PRODUCTS DEPT. G, 418 SOUTH CLINTON STREET 


MASO MAKES THE BETTER ONE _ CHICAGO 7, ILLINOIS 


¥ 
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These world-wide ad- 
vancements are Excluswe 
with Niagara and make 
the “Model 250” the fast- 
est, most accurate, most 
fully automatic stencil 
duplicator ever made! 


MODEL 250 
(Prints 250 Copies Per Minute) 


7. NEW AUTO-ACCELERATING TRANS- 


7. WORLD'S FASTEST—250 COPIES PER MISSION 


anes &. LARGEST CABINET— DETACHABLE 
2. DUAL PRE-DETERMINING COUNTER TRANSMISSION 

sa 3. FEEDS MORE KINDS OF PAPER 9.°HAIR-LINE” REGISTRATION CONTROL 
loid | @ NEW MICROMATIC CENTRALIZED 70. BUILT-IN DISAPPEARING LAMP 
- | P CONTROLS 11. DOUBLE-ACTION PAPER GUIDE LOCK 
" SYNCHRONIZED IMPRESSION ROLLER 
— : 712. NEW SPEED-SHEETER—250 PER MINUTE 
| for 6. NEW MASTER OPERATING CONTROL 


m TURN SEND COUPON TODAY | 


NIAGARA DUPLICATOR CO. 


sognnncsen 


jeep 128 Main Street, San Francisco 5 

Gentlemen: Please send full details of the new 
ly 4 Niagara Model 250 and name of my nearest dealer. 
eect 


Name Title 


Address 


DUPLICATOR co. a. 
a 


f A TREET + SAN FRANCISCO 5% 
‘ “WORLD'S FASTEST —\ STENCIL DUPLICATOR — 


City Zone ate 
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ooo OF MOFEC. 
4 


Yes, two or more persons can use Rock-a-File at 
the same time! Its modern development of side- 
opening compartments makes all the contents 
available all the time. Any compartment can be 
opened without blocking access to others. 

Rock-a-File completely eliminates waiting at 
the files. It saves valuable time in operation, too, 
because with Rock-a-File there are fewer open- 
ings and closings—compartments can remain open 
if desired. And there’s no more noisy banging of 
drawers— Rock-a-File compartments “rock” open 
quietly and effortlessly. 


Add these outstanding features to Rock.a-File’s 
savings of up to 40% in floor space and you know 
at once why Rock-a-File means modern filing. 


“REG. U.S. PAT. OFF. PATS. APPLIED FOR 


Mina by Abertoed 


Write or wire today for 
complete details. 


Rock-a-File Office File. Avail- Rock-a-File Personal File. 
able in standard letter and egal The perfect private office file. 
size models. Choice of finishes to Two compartment letter size 
harmonize with office color model available in choice of 
schemes, colors— with or without lock. 
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Warranted by 
a Famous Name. 


EDEB 


SA A 
MEDIUM 
FINE 
EXTRA FINE 
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Put These New 


TRADE MARK 


MEMO CASES 


To Work for You in Your Business! 


Memo Case 212 


Be sure and order a good supply of these two newest 
additions to the famous line of “Autopoint’” Memo Cases. 
They are indispensable desk accessories in your business . . . 
encourage getting things down on paper — in writing so they 
won’t be forgotten. 


New and ultra-modern in design, they are as practical 
as they are smart . . . will compliment your office, give you 
and your employees years of good, time-saving service. 
Molded of plastic in black or walnut, they come cushion- 
padded on the bottom, so they cannot mar or scratch the 
finest surface. 


Pitched for comfortable, roomy writing ease, Model 212 


illustrated at the top comes filled with 200 writing sheets MEMS CASE 210 


4” x 6", and is individually boxed. Made by the makers of An attractive, modernly designed model, combining 
famous “Autopoint” Pencils, these Memo Cases are a working graceful curves and smart, simple surfaces. Molded 
tool no business should be without Price $1.25 in brilliant black or walnut plastic. Holds 200 sheets, 


'3” x 5”. Individually boxed. Retails at 75c. 
COMPANION OF 
* 


TRADE MARK 


BETTER PENCILS 
AUTOPOINT COMPANY e+ 1801 FOSTER AVENUE, CHICAGO 40, ILLINOIS 
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3 The quiet dignity of “Y and E” Style Master Steel Desks 
and companion pieces, finished in Warm Neutra-Tone Gray, 
creates an atmosphere of harmony both in color 


complement and pleasant surroundings. 


YAWMAN AND ERBE MEG. CO., 1045 Jay Street, Rochester 3, N. Y. 


1946 The Franchise That Means Quality Merchandise 
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Extra strong! Sturdy 6-post 
frame, rigid cross-bracing, 
Jfull-opening drawers. 


Torque plate reinforcement 
under each drawer shelf. 
Rigid frame construction! 


Drawer fronts are flanged 
back and welded to bottom 
—providing extra strength! 


In the ball park and in business, experience 
and skill are the essentials of leadership and 
peak performance. And A-S-E engineers have 
behind them more than 34 years of experience 
in the precision fabrication of steel products. 
It'll pay you to get acquainted with All-Steel- 
Equip Files. Note the heavyweight steel con- 
struction, the smooth-action drawers, the extra 
filing capacity, the many other improved fea- 
tures. It’s the dependable line, the quality line! 


ALSO 2,3 OR 
5-DRAWER SIZES 
We also manufacture a 
complete line of steel 
storage and wardrobe 
cabinets. 


Lasting, chip-proof finish. 
Hardware of genuine bronze, 
beautifully designed. 


ALL-STEEL EQUIPMENT, INC. 


300 Cleveland Avenue, Aurora, Illinois 
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IN THE ,7oveftont OF 
AMERICA’S BUSY FUTURE 


The striking beauty, the distinctive styling of the Browne-Morse , 
“Modern American” Steel Desk enhance the appearance of any 
office. Its streamlined unified construction gives it the ability to take 
hard wear and abuse. 


The “Modern American” adds to the efficiency of any office. Drawers 
respond to the slightest pull ... open and close smoothly and 
silently. Complete interchangeability of drawers gives you the con- 
venience of an arrangement that fits your needs. 


It's no wonder that modern executives who are really interested in 
office efficiency are saying: “Here’s the desk for me.” 


A _— glance at the colorful pages 
of the new ‘Modern American” bulle- 
tin will show you the many advan- 
tages this distinctive desk has for you. 
A free copy will be sent you upon 
request. Write today. 


rowne-Milorse 


Architects of Efficiency for America’s Office 
MUSKEGON MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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Speed-O- Prints NEW DELUXE MODEL 
BAKELITE SPEED-0-SCOPE 


4 ADJUSTABLE LEGS TILT yA a 
SCOPE IN EVERY POSITION 


Topnotch designing and engineering combine to make the DeLuxe Scope 

aS an unparalleled value. Molded one piece bakelite chassis prevents warping 

TILTED . . . for drawing or tracing in or misalignment. Special attention has been given to light reflection: 
nares goatee. ¥ Ceramic finish glass writing bed. ¥ Parabolic shaped metal reflector 
coated with white enamel distributes a soft, penetrating white light over 
the entire writing bed. ¥ 60 watt lumiline light extends the full length of 
the glass and gives an instantaneous, cool, white light. Other features: 
¢ Typewriter and inch scale at sides. ¥ Typewriter scale at top. ¥ Stencil 


FLAT... all four legs snap into chassis button bar for use with all stencils with standard punching. 


by simply pressing lever. 
Complete with extra long T-Square, Triangle, Writing Plate, 
4 Spring Steel Stencil Clamps, Stylus and Service Manual 


Prices Slightly Higher West Of The Rockies 


SPEED-O-PRINT CORPORATION 


one 161 EAST GRAND AVENUE CHICAGO 11, ILLINOIS 
or this convenient position. 
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THE IDEAL DUPLICATOR FOR RESTAURANTS, AUTOMATIC FEED 
DRUG STORES, HOTELS, CLUBS AND MANY s2Qg 


OTHER BUSINESS AND SOCIAL ORGANIZATIONS 
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Ready Now! Here’s the answer to the widespread dealer-consumer Otes Sesto Cand 

demand for an efficient, simply operated duplicator! Its versatility 

is unmatched in the duplicating field. Countless thousands of users IDEAL FOR REPRODUCING — 

of small size forms will buy the Junior for its adaptability to their éieiiaie é weet coe 
specialized needs of reproducing 24x5 to 6x 9% inch forms. And 

because of its great savings in reducing the cost of reproducing sl aaceaaias seteiaenes 

these small forms major business establishments will buy it in addi- ¥ ALL SIZE INDEX CARDS 

tion to their standard size duplicators. ¥ PROGRAMS ¥ ANNOUNCEMENTS 
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"Bottom-up" Management in action in one of the departments at Brake Shoe’s New York office. 


“Bottom-up” Management 


By Grace Buckley 


WILLIAM B. GIVEN, JR. 
President, American Brake Shoe Co. 


Fabian Bachrach 


William B. Given, Jr. 


* A YOUNG MAN was recently hired by the 
American Brake Shoe Co. to take over certain 
duties in its Advertising Department. He lacked 
the essential experience required for the job, but 
it was obvious that he had all the makings of a 
good assistant. It was suggested by someone in 
fi the department that he begin his training by 


working in one of the company’s foundries. This, 
it was pointed, out to him, would teach him 
more quickly than any other way the company’s 
ce methods of production, its products, its personnel, 
¢ $29im its plant community life, and its employee think- 
ing generally. 


Although this kind of training for this type 
of job had no precedent, the suggestion was acted 
upon promptly and the young man was sent to 
one of the company’s plants in Delaware for a 
four weeks’ training course. It was also planned 
that he would eventually be sent to other plants 
for further plant education. 


Ideas and practices that aid efficiency in of- 
fice operation or benefit production or sales and 
industrial relations are constantly developed in 
American Brake Shoe Co.’s sixty plants and their 
headquarters office in New York through the 
initiative that has become second nature to ex- 
ecutives and employees. 


This dynamic thinking about all phases of 
the business by secretaries, file clerks, mail 
clerks, and other employees, as well as depart- 
ment heads, results from the democratic, decen- 
tralized plan of management that William B. 
Given, Jr., the company’s president, has applied 
throughout this organization, which has sales 
approximating $75,000,000 annually. “Bottom- 
up” management, the antithesis of traditional 
“top-down” management, has been so signally 
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successful and rewarding that it has captured the 
interest of the business world. 

Its development, which Mr. Given described 
in an absorbing article, “Freedom Within Man- 
agement,” which appeared in the summer, 1946 
issue of the Harvard Business Review, was moti- 
vated by his belief that “business management is 
entering upon a new chapter in its evolution; once 
narrowly dictatorial in character, it is becoming 
more and more broadly democratic. Practical ex- 
perience has demonstrated that, save in abnormai 
cases of rare managerial genius, the pooled judg- 
ment, initiative, enterprise, and ideas of an organ- 
ization produce a better end-result in terms of 
progress and profits than does the autocratic ad- 
ministration of an individual.” 


Ideas Flow up 


With “bottom-up” management, Mr. Given ex- 
plains, the head of the business and the head of 
each division or department “tries to release the 
thinking of every individual under him and to 
encourage personal initiative all through the or- 
ganization. Ideas to improve products, to ef- 
fect savings in money, motions, or materials, in 
short to make a better company, flow up from be- 


jectives, chart the course, and hold the organiza- 
tion to it. He makes suggestions, of course, but 
seldom gives orders. To such ability as he may 
have he adds the ability and initiative of hun- 
dreds of others in a large organization.” 
Freedom to fail and the practice of “teaching 
rather than telling,’—the helpful “exchange of 
ideas” replacing orders and directives to execu- 
tives or employees,—are essentially linked with 
this plan. Executives exchange ideas through in- 
formal contacts with their chief of superiors, and 
employes enjoy the same free, stimulating discus- 
sion with department heads. This democratic dis- 
cussion stimulates productive thinking and gives 
each member of the company’s personnel the 
feeling of sharing in management. 

Fear of ridicule or censure is eliminated, so that 
there is no aftermath of discouragement if a 
seemingly good idea fails to work out. 

The employee in a Brake shoe office who evolves 
a promising idea takes it to his department head 


low. The chief executive must make clear the ob- - 


for discussion. If the latter is not sold on its 
worth, he will not flatly reject it but will very 
likely discuss it with other executives. If it should 
definitely lack value, he will still exchange ideas 
with its sponsor, clarifying his thinking and lead. 
ing him to see its defects. The department head's 
“teaching,” rather than the traditional “telling” 
will give the employee fresh stimulus to devise 
a better idea. 

If an employee’s idea seems valuable to the de. 
partment head—and the majority of ideas ad. 
vanced are definitely helpful—it will be adopted, 

The executive or department head who wishes 
to try out an idea may first contact top manage. 
ment, especially if considerable expenditure is in. 
volved, before putting it into effect. If top man. 
agement approves the idea, the discussion may 
open up new channels of thought, aiding its effec. 
tive application to the business. Even if top man- 
agement is skeptical of the idea’s worth, the de 
partment head or executive will usually be al. 
lowed to try it out, if he believes in its merit. And 
if after a thorough trial it should fail, its sponsor 
will incur no criticism but will be free to try the 
next promising idea that he develops. In the long 
run, naturally, the capable executive produces 
more ideas that succeed than fail. 


If a suggestion does not call for a major change 
or substantial expenditure, the department head 
or executive may try it out on his own respon- 
sibility. To obtain the benefit of a broader ex. 
perience, he may wish first to consult with top 
management. 

"Freedom to fail" 


So marked a departure from the beaten path 
is the “freedom to fail” that its significance in 
stimulating initiative can best be explained in 
President Given’s own words. 

“Most important is freedom to fail, if only be 
cause it is the hardest to achieve. And of course 
it can never be fully realized. At the same time, 
freedom to venture and freedom to take risks 
mean nothing if failure is always punished. I 
does not matter what form the punishment take: 
—it can be a raised eyebrow or a sharp tone i 
voice, just as well as dismissal or failure to pro 
mote. The man who is encouraged to take risk 

(Turn to page 48) 


At Brake Shoe, initiative never gets the brush-off 
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Are today's job applicants better or worse than prewar? 


Office Workers Less Efficient? 


By Kimball Darby 


* SOME TIME AGO azn article was published in 
Mill & Factory offering evidence that there has 
been a definite decline in factory productivity not 
only as a consequence of raw help, help and mate- 
rial shortages, and price ceilings, but also as a 
result of an attitude of indifference on the part of 
plant employees. This decline has been cor- 
roborated by time checks on a variety of plant 
jobs which, when compared with identical jobs 
during the years immediately preceding the war 
indicate an efficiency decrease of from 34 to 43%, 
the article said. 

Is this disturbing condition confined to the fac- 
tory or is it also something to be considered 
where the office is concerned? 

The personnel manager of a large distilling 
company, with offices in midtown New York, tells 
OFFICE MANAGEMENT & EQUIPMENT that he has 
noticed a deterioration in office performance, but 
can’t attribute the condition to anything beyond a 
general “let-down” brought about by the ending 
of the war. 


December, 1946 


“After the strain that people underwent during 
the war, this condition was to be expected; I 
don’t think that it’s serious,” he said. “It is an ill 
that, in my opinion, goes hand in hand with a gen- 
erally unsatisfactory national condition, an ail- 
ment that will be cured as the general condition of 
the nation improves.” 


Here is the slant of the office manager of a 
large organization engaged in converting tex- 
tiles: 

“There’s a tendency toward a decline in office 
productivity. But where it exists, management 
is largely to blame. It certainly isn’t being per- 
mitted to happen here. Where it does occur, it 
is because management is fearful that insistence 
on normal production standards will cause em- 
ployees to look for work elsewhere.” 


This man goes on to say that in his estimation 
people who contribute to this condition are not 
worth keeping anyway, and his company just 
will not put up with employees who are not aware 
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of their responsibilities. 
too: 

“As a result of the war,” he says, “Individuals 
were moved into managerial posts who were often 
unqualified. This type of supervisor or manager, 
because he was afraid to forego the cameraderie 
of the employees with whom he was once on a 
common plane, tends to cater to their desires, 
rather than concentrate on his newly-acquired 
responsibilities to the department. Whenever 
management is unwilling to insist on proper pro- 
duction, whether it be for the reason just men- 
tioned, or for some other reason, efficiency is 
bound to suffer.” 


He had another angle 


No let-down 


With the exception of a few cases involving 
married women, the head of a large accounting 
department for a large oil concern finds no signs 
of lowered working efficiency. Main reason for 
this, he says, is the high type of male help that 
this office has, precluding this condition. How- 
ever, with the end of the war and the return from 
service of the husbands of many women employed 
in his department, there was a noticeable change 
in the work habits of some of these women. 


“Obviously, where once they were working to 
pay the rent or meet other vital obligations, these 
women I refer to are now saving their salaries 
for fur coats, autos, or other luxury items; and 
the change in their attitude toward the job is 
marked,” he says. 

“However, job evaluation studies carried on in 
our department, have enabled us to get the duties 


of each employee down in black and white, with 
A. Devaney, N. Y. 
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the result that we know what we should expect 
from each person on a job; and each person 
knows that we know. This might be another 
reason why we have no let-down here.” 

The chief clerk of a Jarge business organization 
in lower New York is of the opinion that the 
calibre of the average office worker dropped with 
each succeeding year of the war, and is only now 
showing some signs of improvement. 

“When we were in a position to pick our help, 
we had no trouble in getting out the work; but 
during the war we couldn’t be too particular. 
Naturally the work suffered. Now that things 
are loosening up a little, I think I can detect an 
improvement in office production; it’s barely dis- 
cernible, but it’s there.” 


Applicants not top quality 


“You don’t get the A No. 1 applicants,” is the 
complaint of the office manager and personnel 
head of a well-known publishing house. “You 
haven’t got the right material to work with in 
the beginning; they seem to have the feeling that 
if they don’t make good in one outfit, they'll make 
out somewhere else, and they act accordingly.” 


Here is what the office service manager of a 
large steel company has to say on the subject: 

“People in the office are still doing a good job. 

“I feel that what we are lacking mainly in most 
of our operations today is the ability to examine 
our own procedures. We have tolerated a lot 
of practices—excessive checks on work is one ex- 
ample—which are no longer suited to vastly in- 
creased volume of work in the office. 


““Management will have to pay attention to unit 
costs, and work simplification. Top management 
won't tolerate high costs in the plant, and it’s a 
cinch that they won’t stand for it in the office. 
I don’t think there has been a mass let-down in 
the office at all. I know that a lot of people are 
complaining, but invariably it is their own fault. 
I know of one very large outfit that complains 
bitterly about the indifference of their staff, and 
I happen to know that they have a personnel pro- 
cedure that is absolutely worthless because it is 
so outmoded.” 


Many women have lost their wartime zest for work, some 
employers report 
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A clear-cut plan for transferring of records is best prescription for filing department blues 


When Transfer Time Rolls ‘Round 


By Edith McWilliam 


File Supervisor, Schenley Distillers, New York 


% FOR MANY filing departments, the glow of 
the Christmas tree and the Christmas bonus is 
dimmed by anticipations of the New Year 
transfer. 

Transfer time for the files, like house-cleaning 
time for the home, is a trying, much dreaded 
period. Yet it need not be, in either case, if 
careful planning has preceded the actual work 
of yearly or semi-yearly change-over, when the 
previous year’s or six months’ material is re- 
moved from active files and placed in containers 
for storage, and the emptied file drawers pre- 
pared for receipt of current, new material. 

This treatment is accorded alphabetic or geo- 
graphic correspondence files, billing vouchers, and 
many other types of records set up on a yearly 
basis. 

Files in which the material is arranged by sub- 
ject or job or case, irrespective of date, do not 
require a complete elimination at intervals. In- 
stead, items which have become obsolete are 
withdrawn, one here, one there, throughout the 
year, and filed away in the same relative order 
in transfer cases or boxes. In such cases, a book 
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or card record is kept of material transferred, 
with date of withdrawal from file. 


Files set up upon a yearly basis should never 
be subjected to this type of transfer for heavy 
or less used items. All should be retained in the 
file until time of complete transfer. 


If you are fortunate enough to have room in 
your active department for two years of your 
yearly file, the move is not so difficult. You can 
empty the drawers of two-year-old files into 
transfer containers gradually, before the begin- 
ning of the third year. Then the termination of 
the second year means merely a shifting of 
drawers within the department. Many offices 
use the top two drawers of four-drawer file cabi- 
nets for the current file, the two bottom drawers 
for the previous year’s correspondence or records. 


If you do not have room for the two-year plan, 
the fifteen-month plan is often found satisfactory. 
In this case your new folders for the new, cur- 
rent, file, set up with a different colored label— 
and the year on each label—are filed directly in 
front of the old folders. And transfer of the old 
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files to storage is not made until the following 
May. 

Below is a listing of some of the factors to be 
considered—the pre-planning which makes the 
job less arduous—when a complete bodily trans- 
fer is to be undertaken. 


PLAN OF TRANSFER— 


Before time to transfer, plan your new file: 

a. If file is to be transferred bodily, leaving 
only guides in file drawers, prepare new 
folders beforehand for new file. 

1. Make minimum—not maximum: 

A full set of miscellaneous folders. 
Individual folders only for those 
titles you are certain will recur. 

2. Use new type or new color folder 

label typing year as well as head- 
ing, on each. 

b. If heavy folders now in file are to be 
retained there, as well as the guides, a 
new set of cheap manila folders must be 
prepared to hold the material in the 
transfer drawers. 

A new folder must be made for every 
old folder now in file, with identical 
labels. They must be ready before 
transfer time. 


Arrange for space to keep newly-transferred 
file in department, for a few weeks at least. 

Plan for adequate space in the place of trans- 
fer, even though you do not use it at once. 

Be sure the container chosen fits conditions in 
the storage location, that there is adequate shelv- 
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ing for box containers, or floor space for piles 
of transfer boxes. 


OPERATION OF TRANSFER— 
This is essentially an overtime job. Plan for 
a. One full evening, or a full Saturday 
afternoon. 
b. Enough people to finish the job 
Two people for each drawer, one pull- 
ing, the other packing. 
One person to make out labels. 
One person to supervise and coordinate. 
ec. Leaving filled containers in some avail- 
able location, but out of the way of the 
next day’s work. 


AMOUNT— 

How many drawersful to transfer? How many 
transfer units to order, receive, prepare? They 
can be packed tightly—two drawer-length trans- 
fer units should hold the contents of three filing 
cabinet drawers. 


PLACE OF TRANSFER— 
Accessible? Adjacent? Permanent or tem- 
porary? Equipped with shelves? 


TRANSFER CONTAINER— 

Shoe-box type, with removable (or hinged) top 
lid? Pamphlet-box type, let-down side, top lid? 
Transfer drawer (in case)—wood, steel, card- 
board? 


PACKING— 

Use miscellaneous folders in place of guides, 
bringing from end of each letter or section to its 
beginning. Leave guides in active file cabinet 
for re-use. Pack tightly. 


LABELLING— 

Be sure labels are bold, complete (with dates), 
concise, and firmly affixed to transfer containers. 
Lighting may not be so good in place of transfer, 
labels hard to read. 


ABACUS ON WALL STREET 
Hsia Wu, personnel manager of Bank of China, 40 Wall Street, 
New York, demonstrates abacus similar to that which won Tokyo 
contest. Although bank is equipped with modern calculating 
machines, abacuses are available for any Chinese employee who 
wishes to use them—and about twenty-five do. 
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PVT THOMAS N. WOOD fm 


CALCULATING MACHINE 


Photo by Acme 
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The machine age takes a beating 


Dramatic Come-back for Abacus 


By Gordon Jones 


* ALTHOUGH we have entered the atomic age, 
in which our wonderful office machines may be 
expected to go to new wonders in applying fission 
and chain reaction to figure problems, the office 
machine took a hard blow to the chin in a recent 
contest between very old and very new. 

The occasion was a duel between an abacus 
and an electric calculating machine sponsored in 
Tokyo by the “Pacific Stars and Stripes.” The 
contestants were Pvt. Thomas N. Wood of Dear- 
ing, Mo., of the Army’s 240th Finance Co., operat- 
ing a Friden electric calculator, and Kiyoshi Mat- 
suzaki, operating an abacus. The contestants 
worked on five sets of problems, covering addi- 
tion, subtraction, multiplication, division, and a 
combination of these four. In every case except 
for the multiplication, Matsuzaki won. His speed 
averaged 30 seconds better than Pvt. Wood and 
he made fewer errors. Army officers and Jap- 
anese officials did the judging, with nearly 3,000 
G.I.’s as an audience in the Ernie Pyle Theater. 


December, 1946 


OFFICE MANAGEMENT AND EQUIPMENT 


Pvt. Wood was selected to compete against the 
Japanese operator, after a previous test trial be- 
tween him and Barbara Streicher, who operated 
an electric Monroe calculator. In the first contest, 
Pvt. Wood and Miss Streicher competed twice. 
She finished the test first but made two errors 
while he made but one. Since the judges and the 
contestants both felt that accuracy came first, 
they held the contest over again and Pvt. Wood 
won the privilege of competing against Matsuzaki. 

And then the ancient abacus and its lightning- 
fast operator scored its victory over the calculat- 
ing machines. However, as Elizabeth Ward aptly 
put it in a clever set of verses printed in the New 
York Herald Tribune on arrival of the news from 
Tokyo: 


“Lest Messrs. Friden, Marchant, and Monroe, 
Should wring their hands in sorrow and despair, 
I offer this reminder: long ago, 
And only once, a tortoise beat a hare.” 
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Photos Hedrich Blessing Studios, Chicago 


This is a view of the main reception room. 


% EARLY IN 1945, Booz, Allen & Hamilton, 
management consulting engineers of New York, 
Chicago, and Los Angeles, were confronted with 
the problem of expanding their Chicago quarters 
to accommodate a rapidly increasing staff. 

Suitable space, approximately 20,000 square 
feet, on the 15th, 17th, and 20th floors of the 
Field Building at 135 South LaSalle Street, was 
leased. The architectural firm of Perkins & Will, 
of Chicago, was engaged to plan the arrange- 
ment of offices. 

The nature of the services rendered by Booz, 
Allen & Hamilton required careful planning to 
provide an ample number of private offices for 
partners, account managers, administrative man- 
agers, and account supervisors in proximity to 
their respective staffs. 

Every effort has been made to combine func- 
tionalism with dignity and beauty in the arrange- 
ment of these offices. Since 130 people had to 
be provided for, it was essential that noise be 
held to a minimum. This was accomplished 
through sound-proofing of ceilings and using 
heavy carpeting on the floors. In order to more 
fully realize this objective, certain departments 
of a strictly service nature, such as report typing, 
were installed in separate quarters on another 
floor. 
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trative personnel. 
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Interior view of private office 


Booz, senior partner and found- 
er of Booz, Allen & Hamilton 
for 


The private office of Edwin G. 
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General offices of the Booz 
Allen & Hamilton staff with 
private offices of administrative 
personnel in the background. 


General staff room. 


Private offices of account man- 
agers and general office for t] 
their clerical staffs. 
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Job measurement involves resolving each piece of work into separate units of performance 


Accuracy in Determining Size 


Of the Paperwork Job 


By A. H. Stricker 


Author of "Seven Steps Towards Simplified Office Operation’ 


% ASK, say, ten selected office managers how 
much time is required to doa given piece of work, 
and the assorted list of responses will probably 
cause apprehension as to whether the question 
was misunderstood. The same question in fac- 
tory work can, as a rule, be answered with preci- 
sion and dispatch. 

The office operating program, as a rule, does 
nof embrace a practical method of job measure- 
ment. The customary way is to make what might 
be termed an educated guess. The portion of any 
task assigned to a given individual is usually 
through eye measurement and done by some of- 
fice foreman who frequently has no practical 
knowledge as to how long it takes to do the given 
piece of work. The net result of this misfit plan 
is to overload some while to others there is an 
under assignment of work. Inequitable distribu- 
tion of work is probably the largest single cause 
for complaint by office employees. The complaint 
is not always identified as such. But frequently 
“fair-haired boy,” “teacher’s pet,” and other 
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choice selections of names have their breeding 
ground in this type of situation. 

All things being equal, the best equipped shops 
should produce the best results. However, equip- 
ment in itself is not the complete answer. Other 
things are necessary. There should be a plan, 
and the plan should embrace a practical formuia 
to measure results. 

A tailor, provided with the best shop and tools 
possible, would find it difficult to cut a suit of 
clothes without knowing the size of the customer. 
Just knowing the size of his customer would not 
be enough—knowledge to accurately measure and 
fit the man ordering the suit is also a basic re- 
quirement. The tailor to do satisfactory work is 
always forced to employ the details of measuring 
the job. Error in measurement can have peculiar 
and unpleasant results. So it is with inaccuracy 
in estimating the size of a piece of office work. 

Application of an accurate job measurement 
formula provides a pattern of procedure which 
separates the mass of office detail into clear lines 
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of operations. These lines will point out the suf- 
ficiency or shortage of office equipment, over- 
staffing or understanding in personnel, and above 
all, will make definite schedules of completion 
possible. In short, the measurement of work and 
time makes efficient office operation not only pos- 
sible but easy. As a collateral value, equity in 
distribution of work creates employee satisfaction 
—and that is important. 

The technique of an accurate medium of job 
measurement can be done only through the 
process of resolving each piece of work into sepa- 
rate units of performance and determining the 
standard time for that performance. This in- 
volves thorough study by programmed survey of 
the details of every operation and every work 
form used. 


Standard of performance 


Study of the time element in office procedure, 
however, is made primarily to set a standard of 
performance for each unit of operation. The pos- 
sibilities of new savings and improvements are 
often disclosed by the general study of the whole 
subject. An additional benefit to be derived is in 
form improvements, and form improvement is a 
“must” ingredient toward efficient paper work. 

The prime objective in measuring work and 
time is to determine the size of the job. After 
the size of the job has been determined, next 
comes the task of alloting to each individual a 


portion of that work. Equity in allocation of 
work to individuals becomes a simple task whey 
size of the total job is known. Without that know. 
edge, equity in distribution of work is about a; 
likely as a blind man finding a black cat in , 
dark room. It may be done but the odds ar 
against Joe finding the pussycat. 

Standards will furnish a gauge of the ability 
and aptitude of new persons employed as changes 
or expansions take place. Standards in measure 
ment of total jobs give the office a tempo. More. 
over, standards are a protection to the capable 
employee because they put no premium on any 
speed-up process. By the use of standards the 
work is distributed so that various parts of a job 
can progress uniformly to the point where they 
meet for complete assembly. Orderly progress 
of wark benefits both supervision and those super. 
vised. 


Prescribed formula 


The size of the job should be measured per a 
prescribed formula. The allocation to individuals 
then becomes a simple process determined with a 
measuring stick of known dimension. 

The average employee on productive work has 
shown unusual ability to operate with the equip- 
ment and facilities provided, but management 
seldom provides for office workers the best 
facilities and the most up-to-date equipment. 

(Turn to page 36) 


QUILL PEN SURVIVES 
A member of the Intelligence Department at Lloyd's of London 
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writing a casualty in the book of lost ships 
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wit Reception room for the offices of Rockefeller Center, Inc., manage- 
yement ment organization for the Center. The receptionists, Carol Andre 
e best and Jeanne Bonnin, receive visitors at the twin desks and announce 
their arrival to executives over the telephones standing on a low 
pment. table easily accessible to either of them. A semi-circle of uphol- 
stered lounge seats are provided for visitors and the wall is paneled 
with a photomural on the history of the Center. 
G 7 7 
ymnasium Big Factor 
In Rockefeller Center Morale 
By Virginia Kent 
% MANY executives and office workers mingling through its widely varied facilities. In addition 
in Rockefeller Center’s daily throng of 125,000 to numerous sports courts and a boxing ring, 
visitors must pause to contemplate with some- its facilities include a game room for chess and 
thing like envy the fortunate lot of the Center’s checkers, and an exercise room with sun lamps, 
own employees whose working hours are spent the services of a masseuse, steam cabinets for 
in this “city-within-a-city,” world famous for its reducing, and rowing machines and bicycle exer- 
wonders. cises for reducing and keeping fit the easy way. 
Their envy is justified, for Rockefeller Center, The democratic spirit that characterizes this 
Inc., under the leadership of Hugh S. Robertson, eymnasium makes it popular with all the 1,500 
executive manager, takes as keen an interest in employees of the Center. Executives, office work- 
planning features to assure the happiness and ers, maintenance men and women, operators of 
well-being of its own employees as in providing the 199 elevators, 1t3 night crew;, the Rockettes 
the unusual and spectacular for visitors. at Radio City Music Hall, and skaters from the 
A gymnasium on the fourth floor of the Fastern Center Theatre’s famous indoor ice shows all 
Air Lines Building at the Center, administered use its recreational facilities for healthful play 
by a board of governors elected from among the and exercise during leisure time. 
Center’s own employees, affords the recreation Varied hours of employment tend to distribute 
and relaxation best suited to individual needs attendance rather evenly without overcrowding. 
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Members of the Center’s night crews, for in- 
stance, find it most convenient to use the gym 
before going on duty. Many office employees like 
to play in the gym at noon or after hours. 

When the gymnasium was opened in 193), 
Rockefeller Center, Inc., turned it over ¢om- 
pletely to employees. Each of the Center’s many 
departments elects one member annually to serve 
on the board of governors of the Rockefeller 
Center Employees’ Athletic Association, the guid- 
ing force in the administration of the gymnasium 
and in the expenditure of the budget. The Ath- 
letic Association is active in organizing the 
numerous sports teams representing depertments 
that compete in the gym. 

As a community service, the gymnasium has 
been thrown open each year to the public for the 
yearly Golden Glove tournaments, featuring 
amateur boxing bouts. 

Records of the physical examinations that are 
given all RCI employees at Rockefeller Center’s 
hospital, serving its own personnel and other or- 
ganizations located in the Center, are automatical- 
ly sent to the physical director of the gymnas‘um. 
By checking each record he is able to decide if 
physical activity should for any reason be limited 
or corrective exercises suggested. 

Cheerful offices 

The congenial atmosphere fostered by the at- 
tention that Rockefeller Center, Inc., gives to the 
happiness of its workers is naturally reflected in 


its cheerful offices. To many a visitor the com- 
bination of efficiency on the job and comradeship 
that make working hours in the Center satisfying 
and pleasant is suggested initially by the interest- 
ing teamwork of two young receptionists who sit 
side by side during busy periods answering tele- 
phone calls and making contacts for the visitors 
they greet in the spacious reception area outside 
the administrative offices. 


Paperwork Job 
(From page 34) 

However, facilities, equipment, and working con- 
ditions must and should be properly weighted in 
any formula to determine accurate working 
standards. In the matter of time as such, certain- 
ly it is more practical and more economical to 
permit enough time to do a good job than to rush. 
Emphasis on production per person at the risk of 
quality of product is poor economics. Quality of 
production, whether in office or elsewhere, re- 
quires good facilities, good equipment, and suf. 
ficient time to give attention to details of the job, 
thus assuring accuracy in each part. On last 
analysis the time element in doing a given piece 
of work may easily be over-emphasized. 

The ultimate intent in the use of standards for 
job measuring and allocation of work to in- 
dividuals is to create an avenue of comfortable 
operation, better satisfied personnel, and more 
and better work in less time with less effort. 


Cmployees of Rockefeller Center, Inc., keep the steel-sprung floor of the corporation's 
employee gymnasium bouncing the day long with such activities as badminton, handball, 
shuffleboard, basketball, boxing, wrestling and !corrective gym classes. 
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Entrance to Central Hanover's main office 


8 to 1 This Library Can Answer It! 


By Mary Grant 


*% THE STATISTICAL LIBRARY of the Cen- 
tral Hanover Bank & Trust Co. is organized so 
efficiently that the chances are eight to one that 
any question can be answered. 

These odds were proved by a check made by 
Miss Irma Hafker, library director, and her staff 
of four librarians. They are experts in research, 
and it is they who quote the 8 to 1 odds on an- 
swering any query that a member of the bank’s 
staff may ask. 

The questions come in, too! They come from 
the bank’s main offices at 70 Broadway, in New 
York; they come from its nine branches in that 
city; they come from its Paris and London of- 
fices! and they come in a steady stream from cor- 
respondent banks all over the world. 

Many clients of the bank use the library facil- 
ities. Some of the financial and industrial organ- 
izations in the downtown district drop in for spe- 
cial research problems. 

This busy bank library was organized in 1929 
to serve the Security Analysis Department of the 
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Bank’s Personal Trust Division. Today its col- 
lections include not only specific financial mate- 
rial, but also many volumes of broader interest, 
including Shakespeare, books of quotations, Emily 
Post’s “Etiquette” and the “Who’s Who” series. 

The resources of the library are made known 
to new employees through a manual given to all 
when they first report for work in the bank. 
Monthly lists of new books are circulated through- 
out all departments. One of the library’s popular 
services is the regular routing of about one hun- 
dred trade journals to executives. All material 
except reference books may be borrowed. The 
library is equipped with reading tables for those 
who wish to do reading and research on the spot. 

The complete research assignments which the 
Central Hanover library accepts provide a basic 
reason for its value. Extensive reports are some- 
times prepared, as recently when a complete 
bibliography was planned for a statistical library 
being organized by a foreign corporation. Re- 
quests from the Credit Department of the bank 
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sometimes involve extensive fact-finding, as, for 
instance, in the case of a recent request for a 
report on the Peruvian tuna fish industry. 

Information concerning office management and 
personnel problems is filed in detail, including 
reports of the American Management Associa- 
tion and the National Industrial Conference 
Board. 

Weekly bulletins concerning New York State 
and Federal legislation affecting banking are pre- 
pared when the law-making bodies are in session. 

Questions received by a bank library have their 
amusing side, too. One South American ques- 
tioner, for example, asked for the rules for play- 
ing checkers. Yes, a rule book was obtained and 
sent forward! 

But the library doesn’t stop there. 

“Is it inalienable or unalienable rights?” “What 
percentage of New York bank’s investments are 
currently in Government bonds?” “An article 
about auditing procedure appeared recently in 
some banking magazine; can you find it?” “What 
have you got on linoleum?” “What day does 
Easter fall on?” 

Answers to these and a thousand more ques- 
tions are found. All the information is filed away 
under subject headings, and a valuable fund of 
knowledge is being steadily built up. 

Another feature of the bank’s service is the 
unique Library of Philanthropic Information. To 
help make philanthropy more effective, Central 
Hanover established a Department of Philan- 
thropic Information in 1931. Mrs. Anna G. 
Bochow is the director. 

The primary purpose of the philanthropic lib- 
rary is to give information and assistance to all 


those who may be planning a gift, either during 
their lives or under the terms of a will. At the 
same time, it establishes a place where accredited 
organizations can make known their needs for 
funds. 

The first step in setting up this unusual library 
was the purchase of a collection of material on 
philanthropic subjects belonging to a resident af 
Washington, D. C. With this collection as a 
nucleus, the library secured the cooperation of 
philanthropic organizations and leaders and built 
up its files. Today the library has hundreds of 
booklets, pamphlets, reports, and catalogues, plus 
thousands of clippings covering every phase of 
modern charity. Included in the collection are 
catalogues of colleges and private schools through- 
out the country. Each year new material is 
added, and to-day the collection is estimated at 
100 volumes, 25 drawers of clippings, 5,000 re- 
ports, and 5,000 pamphlets and periodicals. Dur- 
ing 1945 this library answered requests for in- 
formation on 350 charitable organizations and 
foundations. 

The broad picture of philanthropic activities 
which is afforded helps to simplify intelligent 
giving. In the past, poor judgement has some- 
times caused well-meaning givers to defeat their 
own good purposes, the classic example is the Mul- 
lanphy Trust Fund, amounting now to over $1,- 
500,000, which was established nearly a century 
ago in the interests of pioneers traveling by cov- 
ered wagon. It has been possible to distribute 
some of this money through the Travelers’ Aid 
Society, but the greater part of it is still held for 
beneficiaries who don’t even exist to-day! Another 

(Turn to page 46) 


LEFFINGWELL KEY AWARD WINNERS NOMA NEW YORK CHAPTER 
Standing, left to right: H. J. Brogley, Johnson & Johnson, New Brunswick, N. J.; Charles M. Skade, 
S. H. Kress & Co., New York; A. J. Amberg, A. J. Amberg Business Equipment Corp., New York; 
F. H. Ahlers, Kings County Lighting Corp., New York; C. H. Hohwieler, Crown Zellerbach Corp. 
New York. Seated, Professor Coleman Maze, New York University School of Business, New York; 
John Riedell, Associated Hospital Services of New York; A. J. McCrickard, Dictaphone Corp., New 
York; Miss Edith Harper, Scott Foresman Co., New York; Frank L. Rowland, Life Office Management 
Association, New York (who made the awards); and E. H. Conarroe, Metropolitan Life Insurance 


Co., New York. 


(See story, page 72) 
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RIGHT: 

ANOTHER PORTABLE continuous tape recorder, the 
latest in the line of sound on film recorder-reproducers, 
made by the Miles Reproducer Co., Inc., 812 Broadway, 
New York. This model will start recording automatically. 
The user need pay no attention to it. The machine features 
an Audio Self-Stop Kontrol. When the user speaks into 
the microphone or telephone used with the machine, the 
Filmgraph starts to operate. When the voice stops, the 
Filmgraph stops. Continuous recordings of up to eleven 
hours may be made. While this recorder is so designed 
that it will record continuously, permanently and econom- 
ically, telephone conversations, conferences, interviews, and 
lectures, it will reproduce or play-back instantly recorded 
matter through earphones, or loud speakers. The company 
recently developed a midget Telephone Induction Inter- 
ceptor, known as the Telemike. This new microphone meas- 
ures about one inch square, '/g-inch thick, and weighs 
about two ounces. With it the Filmgraph picks up both 
sides of the telephone conversation for group loud speaker 


listening or for recording purposes. 


RIGHT: 


WITH THE MODEL OFFICE, workers will need 
the model desk and to that end the Commercial 
Furniture Co., 2739 West Chicago Ave., Chicago, 
has anncunced a new line of desks, one of which is 
shown here. The desks in the line are 58 inches long 
and 32 inches wide; the desk height has been 
changed to 2? inches to prevent the occupational 
fatigue of the desk worker. Handy accommodations 
for papers, incoming and outgoing mail, reference 
files, and other frequently used materials are pro- 
vided for in the upper left double drawer. The upper 
tight drawer contains the utility tray for pens, pencils, 
and other utensils. Adjustable drawer partitions are 
Provided so that the user of the desk may have 
a file of 3-by-5 or 4-by-6 or any other size reference 
cards in the drawer without special equipment. To 
preserve the appearance of the desk and to prevent 
damage to the user's clothing a resilient rubber 
protector is recess flush and frozen into the knee 
hole desk legs. Present indications are that the desks 
will have a much lighter finish than heretofore. 
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LEFT: 

TWELVE IMPORTANT IMPROVEMENTS are featured in 
the newest stencil duplicator, Model 250, produced by the 
Niagara Duplicator Co., 124 Main St., San Francisco. Can 
turn out 250 copies a minute; has seven other speeds rang- 
ing down to 60 copies a minute. Automatically feeds al- 
most any type or size of paper, including light onionskin, 
cardboard, postcards, and bond paper. Has a newly 
developed dual pre-determining counter with two sets of 
dials. One counts ° pies printed; the other 
regulates number of copies to be printed. Operating con- 
trols centrally located and clearly labelled. Has a new 
master operating control as well as separate controls for 
individual operations. Has an automatic auto-accelerating 
motor drive mechanism to regulate the starting speed. 
This mechanism also sets up the paper receiving tray to 
insure that the first sheets are stripped properly from the 
drum. Has a full length motor drive and storage cabinet 
extending full length of the machine. Transmission and 
motot are mounted on a detachable shelf so that the mech- 
anism can be removed from the cabinet for repair. Has 
Hairline Registration control and a double action paper 
guide lock. Each paper guide can be moved independ- 
ently of the other yet both can be locked or released to- 
gether. The duplicator has a built-in lamp adjustable to 
any desired position above the stencil. The Speed Sheeter, 
will inter-leave 250 Speed sheets between 250 printed copies 
every minute. The Speed Sheets come in loosely bound 
books containing 100 sheets. 
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LEFT: 


FOR THE MODERN’ EXECUTIVE. 
This new desk made its debut at the 
recent National Stationers Convention. 
The Leopold Co., Burlington, lowa, 
made it. Gilbert Rohde designed it. 
Built in walnut in two sizes, 84 by 40 
and 72 by 38. The desk is of the ex- 
ecutive conference type and is modern 
in design and equipment. Height ad- 
justable from 29 to 30!/2 inches. The 
pictures show the back and front views 
of the desk. 


BELOW: 


BACK TO SCHOOL. With H. C. Davis, general 
sales manager of the McBee Co., Athens, Ohio, are 
six McBee men who upon being released from service 
completed a refresher course at the McBee Technical 
Training School in Athens. Left to right are Paul 
Hall, Washington, D. C.; Terry Phelps, manager, 
Grand Rapids, Mich.; Bayard T. Kiliana, Pittsburgh; 
Mr. Davis; A. R. Duros, Chicoga; Roy Lindberg, New 
York; and St. Clair Bromfield, Jr., manager at 
Albany, N. Y. 


LEFT: 


A NEW TYPE OF DOOR CONTROL manufactured by 
the B. W. Mallory Co., 1201 East Eight Mile Rd., Hazel 
Park, Mich. Designed for office. home, and industrial use. 
Units are compact and principal working parts are self-con- 
tained and sealed. Has mechanicai adjustment for increas- 
ing or lessening tension. Closes the door relatively fast 
up to the last inch; then automatically slows it and eases 
it into position. The company says that heat, cold, and 
moisture have no effect on operation and that it does not 
require periodic oiling or servicing. Made of cadmium- 
plated steel in two sizes, standard weighing 1'/4 pounds and 


heavy duty weighing 2!/2 pounds. 
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RIGHT: 


the Eversharp Lifetime pens. 


LEFT: 


A REVOLVING COSTUMER is 
offered by the Toledo Office 
Equipment Co., 214 Summit St., 
Toledo, Ohio. This new item has 
a cast-iron base and a steel tub- 
ing pole. It revolves on a ball- 
bearing. The costumer shown 
holds six hats and six coats. The 
base is 18 inches in diameter. It 
stands 70 inches high, and weighs 
47 pounds. The line also includes 
a straight four-hook rack and two 
other styles of revolving tops. 


RIGHT: 

FOR RAPID, ACCURATE DRAFTING, the new Replogle 
be Drafting Machine. The company says it eliminates the use 
- of T-square, protractor, and triangles. It makes sharp, ac- 
“4 curate drawings up to 16 by 22 inches. The combination 
ee one-piece 90 degree angle and calibrated scale moves at 
“t any angle to any point on the board in quick, smooth 
st movements. Has a table of equivalents at top of board. 
se The board is of tempered Masonite, and has smooth rounded 
all edges. Has steel arms and fittings and a Bakelite knob. 
on The board is finished in grey enamel; the arms of black 
nn oxidized plating, and the fittings of satin chrome. The 
ma calibrated square is accurately graduated with architects’, 


engineers’, and standard measurement scales. Has rubber 
feet and steel riveted construction. Individually packed in 
a carton; packed six to a heavy shipping container. List 
price, $9.95 each. From Replogle Globes, Inc., 325 North 
Hayne St., Chicago 12. 
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WRITING THOUGHTS. A Stanley Brussel, 225 
Fifth Ave., New York 10, presents pen stands. 
sizes and shapes in onyx and marble including dark 
green San Luis Brazilian onyx. The pens have solid 
gold points; in the higher priced sets the pens are 


All 


ABOVE: 

THE OFFICE smoker will appreciate a gift as hand- 
some as this. The Washington ashtray has a 22-karat 
gold tooled leather base, 24-karat gold-plate top, 
a screen tray, and an aluminum liner. It's available 
in brown only. Individually boxed; priced at $3.50 
each, net. From the Stationers Specialty Co., 19 
West 2st St., New York 10. 
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ABOVE: 

A LIGHTWEIGHT portable register designed for the man who 
must record information as he moves from place to place. The 
makers of this new item, the Mocre Business Forms, Inc., 900 Buf- 
falo Ave., Niagara Falls, N. Y., say it is rugged in construction and 
much lighter than heretofore. A gentle touch of the trigger ejects 
tickets smoothly, efficiently, and quickly. Has an automatic file 
drawer. All parts except those requiring extra strength are made 
of aluminum. A simple loading carbon roll holder is standard 
equipment. This register is I! inches long, 6 inches wide, and 2!/, 
inches thick. Rugged Z members inside the body of this register 
are welded to the base of the unit for extra strength. The file 
drawer has rollers on each side, and springs. Four models are 
available, each with the same outside dimensions but with window 
openings of different sizes to accommodate Moore Flatpakit forms 
in sizes 4 by 6, 4 by 7, 5! by 7, and 5!/2 by 8'/2. Styled by 
Walter Dorwin Teague. 


BELOW: 
A TRADITIONAL DESIGN, a Chippendale type executive 


desk. This handsome desk is one of a new line of executive desks 
introduced by the New England Woodworking Co., 512 East 137th 
St., New York 54. The desk has an American walnut exterior and 
hardwood interior. The drawers feature dovetail construction. They 
run smoothly on waxed hardwood strip. Drawer fronts are cut from 
the same panel so that the grain continues in an unbroken vertical 
line the full height of the pedestal. The lower right hand drawer 
is a double filing drawer operating on heavy duty ball bearing 
suspension slides and is equipped with metal followers running from 
side to side on a metal track. The lock on the center drawer con- 
trols all drawers which lock when center drawer is closed. Has cast 
brass drawer pulls, and cylinder lock. Also available in mahogany. 
aed dictation slide in the rear of the desk. Available 66x 36, or 
x 38. 


BELOW: 


IN A COLLAPSIBLE TUBE. The Louis Melind Co., 
362 West Chicago Ave., Chicago 10, manufacturers 
of marking equipment and special inks, recently an- 
nounced that the Justrite check protector ink is now 


back in half-ounce dispenser tubes. 


A new nozzle 


tip facilitates application of the ink to the pad or 
roller of the machine, and does away with the brush 
and bottle method. 


—— — 
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HOW PAPER IS MADE 


ABOVE: 

A SKETCH OF THE PAPER INDUSTRY. _ The 
Whiting Paper Co., 14th St. and Seventh Ave., New 
York, has prepared an interesting 32-page booklet 
entitled How Paper is Made. In contents, format, 
and paper, the booklet is a noteworthy addition to the 
literature on the subject. The cover of the book is 
shown herewith. The design represents the symbolic 
sign of a Chinese paper shop. The four metal recep- 
tacles hung upon cords are doubtless meant to repre- 
sent the vessels in which the pulps are prepared of 
placed after maceration. Tie Chinese inscription reads 
"Civilization Depends on Paper.’ The booklet gives 
an interesting description of the history of paper 
from the time prehistoric man crudely marked his 
symbols upon the walls of caves to today's highly 
scientific writing paper. Another section of the book 
describes the makina of paper in the mills of the 
Whiting company in Holyoke, Mass. Clear illustra- 
tions are used. 
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Away-from-office dictation facilities can solve many an executive's problem 


Good Machine Use and Control 


By John Laughlin 


* FIVE OR SIX portable dictating machines 
that Harry C. Brawley, office manager of Conmar 
Products Corp., 140 Thomas Street, Newark, N. J. 
provides for executives of this large plant man- 
ufacturing zippers, make it easy for them to 
handle important dictation at home in the evening 
or on the train when taking out-of-town business 
trips. 

This office manager, an industrial engineer and 
member of the Society for the Advancement of 
Management, as well as former editor of a well 
known engineering magazine and present editor 
of the company’s own publication, introduced the 
portable equipment three or four years ago to 
solve special problems of busy factory executives 
with which he was familiar through his own 
varied experience. The enthusiasm it has evoked 
and its benefits in simplifying executive routine 
have since more than justified his expectations. 

The portable units, supplementing regular dic- 
tating machine equipment in plant offices, are a 
marked convenience for Conmar executives whose 
duties often take them out of the plant for part 
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of the working day. With a portable dictating 
machine available for home use, the executive is 
freed of worry concerning postponed dictation. 
He can deal with it comfortably in evening hours, 
perhaps from the depths of an easy chair. If he 
is unable to dictate letters at the plant in time to 
permit transcription the same day, he may prefer 
to dictate them at home with his portable unit 
so that they are ready for typing and mailing 
early next morning. 

This arrangement has been beneficial in en- 
couraging flexible habits in dictating, eliminating 
the danger of tying up the services of a stenog- 
rapher at a set time when the executive knows he 
will be in the plant and thus sidetracking other 
important work. The knowledge that dictating 
may be done conveniently at any time through 
outside use of portable equipment thus furthers 
the most efficient organization of time in the plant 
by both the executive and his secretary. 

Those executives who make a practice of taking 
a portable dictating machine on trips out-of-town 

(Turn to page 46) 
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LEFT: 
WHILE THEY HANG ON YOUR OFFICE WINDOW. The 


Warren venetian blind cleaner shown is a new device for 


cleaning, waxing, and, dusting blinds while they hang. Two 
revolving disks clean both surfaces of the blind slat at once; 
they are driven by a third wheel which gets traction as the 


device is pushed along the edge of the slat. The revolving 
disks are covered with removable, washable pads saturated 


with a special fluid for removing grease and dirt. There is 
another set of pads for use with liquid wax and a third set TH | NG 
for dusting. As the device is rolled along the edge of each 


slat the rotary pads clean even the widest of slats and reach 
in behind the vertical tapes. Complete with three sets of 
pads and four ounces of cleaning fluid, the Warren cleaner 
retails at $5.75. Made by the Warren Venetian Blind Co., 
103 West 5th St., Pittsburg, Kansas. 


RIGHT: 

GREATER STRENGTH AND RIGIDITY are featured 
in C-Thru Ruler's improved triangles. Precision made 
with true edges and flat surfaces of .110-inch clear, 
non-inflammable plastic. Have full beveled edges on Sr ng = ee 
the inside of the triangle to allow ink ruling to be 
made without smudging. Round corners prevent punc- i 
turing of tracing paper or cutting of hands. Avail- 
able in all standard sizes. Made by C-Thru Ruler Co., 
385 Capitol Ave., Hartford, Conn. 


BELOW: 

DESK SET from the Serolite Corp., 9-11 White St., 
New York 13. It is made of Serolite plastic and sim- 
ulates marble. The guaranteed pen has a special alloy 
penpoint for smoother writing. Pen is protected in 
a swivel-type black funnel. The base has two grooves 
for pins or clips. Available in black or brown. Retails 
at about $2.50. 


ABOVE: 
REPLENISH YOUR STOCK OF LABELS. The 


Maco folder roll labels are available in nine 
stock colors. The label is 313/16 by 1 5/16 
inches, and is scored and perforated. Packed 
250 labels to a roll in an attractive dispensing 
box. Although designed especially for file 
folders, these labels can be used for addressing, 
_as utility labels, and wherever a gummed gen- 
eral label is required. More than one copy 
can be typewritten at one time by interleaving 
carbon paper as the labels go through the 
typewriter. The variety of colors permits them 
to be used as signals. Made by the J. L. May 
Co., 111 West 19th St., New York II. 
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RIGHT: 


THE ROLLER BEARING TOP featured on this new carrier 
file, the Executive, rolls out of the way onto the back when 
the file is in use. Closed, the top may be used as a table 
top. Besides the roller bearing top, the file features side 
grooves for hanging folders, bottom groove for spring 
controlled follow block, and guide rod for regular folders. 
The welded top, the sides and bottom of this new file, made 


by the Red Line Mfg. Co., 418 South Clinton St., Chicago 7, 

are made of heavy gauge steel. The legs are of solid steel. 
Has an olive green Hammerloid baked enamel finish. The 
free rolling casters assure easy moving. The Executive ‘ile 
has smooth rolled edges, is snag-proof, and measures 15 by 
18 by 27 by 934 inches. List price, $22.50 without folders, 
packed K.D. | to a carton. 


LEFT: 

NEW TRANSPARENT TAPE DISPENSER made by Pez 
Products Co., 1775 Broadway, New York 19. Called the 
Zipp, this dispenser has a plastic finish. It retails for 75 
cents. The disp disp and applies the tape in 
one motion. 


BELOW: 

NO WATER or steam is used in this radiator, yet it gives 
off heat almost instantly after you plug it into an electric 
outlet. Called the Morton Co-Z-Air, the radiator operates 
on a dual-heat principle of radiation and convention. Be- 
sides radiating heat, it draws cold air o the floor, passes 
it through the radiator, and expels the warm air through 
concealed vents. No fan is used. This radiator comes in 
two sizes and eight models. It uses about the same amount 
of electric current as a toaster or an electric iron. Devel- 
oped by Henry J. Morton Associates, Inc., 510 Boulevard 
Bldg., Detroit 2, Mich. 


feat 


OCG CUA 
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ABOVE: 


FOR WRITING EASE. A new plastic Handi- 
pen Desk Set has been announced by the 
Sengbusch Self-Closing Inkstand Co., 2222 
West Clybourn St., Milwaukee 3, Wis. The 
set features capillary action, which the com- 
pany says permits the pen to draw on a con- 
stant supply of ink “fresh to the last drop.” 
he new construction eliminates the large 
shallow dip compartment which often causes 
deterioration and waste of ink. The sets are 
available in two-color combinations of black, 
maroon, and ivory, with a single base, or with 
combinations. The purchaser can select the 
pen point that suits his particular style of 
writing. The points are available either in 
gold-plated or 14-karat gold iridium-tipped. 
The sets retail from $3.25 up. 
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Machine Use and Control 

(From page 43) 
find long hours on the train definitely profitable 
for use in preparing material. The equipment 
proves as valuable on the return .journey for 
prompt dictating of reports and memoranda, 
while still fresh in mind. 


Use of the portable equipment is made entirely 
flexible. Some executives use it consistently while 
others resort to it only occasionally. Executives 
notify the office manager, who keeps a record of 
locations of the machines, when they wish a ma- 
chine for outside use. 

A system that requires the filing of an index 
ecard for each of the many business machines in 
this plant, with all pertinent details, devised by 
Mr. Brawley in 1939, facilitates the location of 
any piece of office equipment at a moment’s notice 
and affords data regarding wear, condition, and 
performances that constitutes a valuable purchas- 
ing guide. 

Such data, for instance, proved helpful in a 
recent study that has led to the adoption of elec- 
tric typewriters for every job throughout the 
plant requiring sufficient volume to warrant their 
use. One of the conspicuous advantages of the 
electric equipment, in addition to speed, was the 
assurance of uniform copies free from light and 
dark variations found to characterize the average 
typist’s individual touch. A swing was also made 
to electric bookkeeping and adding machines. 


What goes on the cards 


The 4 by 6 inch index cards that the firm de- 
signed especially for this file include the name of 
the manufacturer of the particular machine, its 
cost, date received, and the department or in- 
dividual to whom it is assigned. 

Important characteristics of the machine are 
noted, as, for a typewriter, whether elite or pica 
type, and the width of the platen, whether, 10, 
11, 12, 15, or 18 inches. When a definite type of 
machine is needed immediately, these details save 
time in procuring it. 

Details relating to repairs, including the name 
of the individual calling for service, and the condi- 
tion and performance of the machine are also 
entered on the cards. Service contracts are like- 
wise noted, or the concern to be called for serv- 
icing if a contract does not exist. Such informa- 
tion not only affords a basis for intelligent pur- 
chasing but also helps to determine the type of 
maintenance proving most economical and satis- 
factory. 

Study of index cards, for instance, has led the 
plant to maintain year ’round contracts for the 
regular servicing of electric typewriters, and add- 
ing and calculating machines. Data proved, how- 
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ever, that regular typewriters which had been 
serviced in the same way required less attention 
than would be supplied through regular service 
calls. Such machines are now more economically 
serviced as required rather than on a yearly fee 
basis. 


High value 


The index system has an especially high value 
when a record of the many business machines 
on hand is required. During the war, for example, 
defense work, by swelling total volume, decreased 
the number of individual shipments so that billing 
and sales orders were greatly reduced, with post- 
ings dropping from 500 to 600 daily to a low of 
twenty or thirty. Thus many typewriters and 
calculating machines were freed. The routine of 
making these available for government use if de- 
sired was immensely simplified through the com- 
plete record of business machines that the cards 
afforded with the inclusion of all significant data. 

Separate index cards show the method of 
threading ribbons for each typewriter or other 
machines, information which is helpful to an ope- 
rator who may be unfamiliar with the model. De- 
tails entered on this card as a guide in ordering 
include make of ribbon, width, color, and degree 
of inking. Such data saves time in ordering and 
also provides an effective means of judging rib- 
bons for wear and performance. 

Records regarding both ribbons and machines 
have furthered efficient functioning when it has 
been necessary to transfer personnel. One such 
instance occurred when an entire section of the 
plant was dropped owing to war time production 
changes. As office personnel was transferred to 
other locations in the plant, records bearing on 
the various machines facilitated the change. 


This Library Answers It 
(From page 38) 


will established a fund to provide wood for heat- 
ing a specific church, while still another provided 
funds for the purchase of wooden legs for Civil 
War Veterans. 


A series of concise surveys have been prepared 
on various important fields of philanthropy. Not 
intended originally for publication, they have 
nevertheless been circulated widely. Three sur- 
veys (now out of print) which were particularly 
well received are “The Fine Arts in Philan- 
throphy,” “The Public Health Nurse,” and “The 
Mental Hygiene Movement.” 

Although the library is a source of informa- 
tion, it does not make appraisals or recommenda- 
tions. It limits its activities to supplying factual 
information and suggesting sources of expert 
opinion. 


December, 1946 


ee? 3 Sol ‘oo es; a a Sa wee ‘a. ca = "ss || a =a 
c- een Bae tr ae : ot te i ae ee Biel an is 
Bate ane 
Be ty 
ee oe 
- < : 
*: op : 
ie he 
ce 
ae 
a 
7 
ee 
agg a S 
2. at cx 
a 
. 
c ir ad wad 
a B 
— | ; 
<a - 5 
a = 
Fie = 1. 
ae ai fs 
Ue. aan | 
Tb ch 
7 ss 
a a < 
Bs ai 7a, eS 
foe Oe 
‘ea Pp 
“ a 
> a 
z ae 
= 
i 
ia ea ae 
2. Ane 
= ee 
7 eee 
ae 
3 ane 
2) i 
= Suen 
Ber — e 
ae 
- ie, i. 
x a 
wae 
— a 
a 
he 
2) | 
Ei: ‘oa 
Tren a ae 
ees ee 
ee Pees 
Ae ee 
Sek 
Be: a 
2 Ks N —- 
oa 
= — 
a i. 
a 
ae Bee 
fe. 
: r. i gens 
Are ae a : 
. a 
; = me 
| Ames 
¢ as 
ey : a . 
ee ee : 
© ia 
a 
> aa 
ae 
i aa 
a a. 
7 ‘ae = Ve 
a 
eer 8 
fs i me 
er 
Naat 
er ; 
. % i 
As =a 
ae i a 
2 
/ = ge 
— 
war As 
=3 aie 
a 46 eS es | 
ee. a 
ioe: me Ee a ees i ie a, : Bs: - ‘pee fe a ae baked Si aN 
eo Ba ae eee ey ; a? oe a @ aa yee eee rc 4 * ie 4 
oe, a ae eae Biot: <7 oe 4 ‘la DS. aig a " ‘ peo. = Sa ce ee 4 
' a a ae . qe A eo | ae en a Ls a set af , Nv aitels Ee eee ee > oe a ae ar Ie 


ines 

has 
such 

the 
tion 
d to 
x on 


1eat- 
‘ided 
Civil 


ared 

Not 
have 

sur- 
larly 
ilan- 
‘The 


rma- 
nda- 
tual 
pert 


1946 


OF Sonumzes ea 
RECORDS DESTROYED] | 


Business Failures are a Matter of Record! 


Protect your priceless 
records with permanent 


: 


Statistics prove that a sub- 
stantial number of business fail- 
ures are the result of the de- 
struction of records. Records 
are the very life blood of your 
business. That's why you want 
to provide them every possible protection. 

Neither age or the elements can deface the enduring legibility 
of records written with permanent SKRIP. Permanent SKRIP 
is aptly described, for neither sun, scalding water or excessive _ 
heat effect the permanency of this universally popular.business , 
writing fluid. And only SKRIP comes in the bottle with Flow- 
Control, a feature that enables you to refill wells with- THE BOTTLE 
out spatter or drip. Sediment-free, non-clogging SKRIP WITH THE 
helps keep pens clean, too, drys instantly. Desk-size TOP-WELL 
bottles offer the Top-Well, Sheaffer's exclusive feature ait 
that allows you to use every drop of every bottle 
without refilling mess or fuss. 

Purchase permanent protection . . . purchase 
dual efficiency . . . purchase permanent SKRIP. 


SHEAFFER'S | 


W. A. SHEAFFER PEN CO. 
Fort Madison, lowa 
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FOR 


GIRLS 


CARBON PAPER 


that's why good typists 


choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent ‘ites and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented "Carbon Gripper" “xv Pe 

in every box of Codo Super-Treated, ~S: 

Super Kote and Keen Rite. ES 
SS 


iodo MFG. 


CORP. : 
‘seo —. Franklin St., —— Lafayette 


Chicago : |. New Valeo 
Factory: Coraopolis, Pa. 
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Bottom-up Management 
(From page 24) 


must know that any particular failure will no 
draw criticism or derision. Of course this dog 
not mean that a man can fail consistently an 
still continue to enjoy the company’s confidence: 
that would be impossible. And the risks that ar 
taken must be intelligent risks, carefully thought 
out and appraised in advance. 

“Acceptance of the right to fail tends to elimi. 
nate the frustration that stifles an organization, 
Men seem to venture with even greater deterni. 
nation to win when the long-odds chance is their 
own idea and when in spite of the skepticism of 
their superiors—and sometimes because of it~ 
they have freedom to act.” 


So many of the methods in effect in American 
Brake Shoe Co.’s New York offices, with a person. 
nel of about three hundred, have originated with 
department heads or employees that it is some 
what difficult to single out specific procedure 
illustrating creative thinking. As daily office 
tasks are performed, employees who have learned 
to think constructively, often exchange ideas with 
associates on the job to discover if the operatioy 
they are employing could be changed to save time, 
expense, or drudgery. Such spontaneous initia- 
tive naturally infuses routine tasks with vivid 
interest. 


Initiative 


One example of initiative, showing how think 
ing and observation, fostered by “bottom-up” 
management, may break through long-accepted 
routine, was the suggestion made by a young a 
sistant head that the purchase of an Addresso- 
graph and mailing lists would materially sav 
time and expense. Delays in mailings during war 
time which this executive had observed led him, 
through the creative thinking that Brake Shoe en 
courages, to devise a better way. Substantial sav- 
ings as well as speedier handling were realize 
through the prompt adoption of this idea. 

A young assistant in the Accounting Depart 
ment recently suggested the purchase of an Om 
lid reproducing machine to permit preparatio 
of confidential statements on the premises insteal 
of sending them outside, which had been the reg 
ular practice. Discussed with top managemett, 
this suggestion won approval. The equipmetl 
has repaid its cost through the control of produt- 
tion that it affords, speedier handling and im- 
proved appearance of reports. 

Substantial savings, in fact, have been effectel 
through reduction of typing time, as other d 
partments besides accounting, among them put 
chasing and operating, have adopted this meth 
od for preparing numerous reports, and othe 
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a *The inability to find 
ay j what you have filed. 


Please send famous “‘Find-i-tis’* Book showing the quick, easy, 
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ol 1. GLOBE-WERNICKE STEEL FILES 
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m-up” 2. G/W SAFEGUARD FILING SYSTEM 
cepted Now You Can Buy Them TOGETHER to Make Your Filing 
e as and Finding As Easy As Sharpening Your Pencil! 
TeSS0- 
y save G/W Famous Feather-Touch G/w Packaged SAFEGUARD 
FILING CABINETS Filing Outfits 
ig we Globe-Wernicke precision-built Prompt-acting and effective in 
d him, steel filing cabinets have al- every instance of Find-i-tis*, 
hoe el ways been first choice of dis- the Safeguard Outfit is de- 
‘al cerning buyers throughout the signed for immediate installa- 
a ol world. They aresecondtonone tion in any letter size file of 
ealized in smooth, easy operationeven 1, 2, 3 or 4 drawers. Includes 
when filled to capacity. Their everything needed—guides, 
fame for lasting dependable folders, instructions, in one 
Depart: service is derived from quality handy package! For larger, or 
n On materials, fine craftsmanship special requirements, ask your 
aration and leadership in engineering. G/W dealer to make a survey. 
nt a 
inding can be. Get your FREE The Globe-Wernicke Co. 
he reg COPY of famous “Find-i-tis” Book. “Headquarters for Modern Office Engineering” 
rement, MAIL COUPON NOW! Dept. GO-546, Norwood, Cincinnati 12, Ohio 
|ipmen! ORE, = accurate way to file. 
produc: Name........ 
nd in- “FIND-I-TIS’* BOOK Address 
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- Bookcases 


Stationers’ Supplie ' 
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—and you have perfect 
copy for— 


HOUSE ORGANS * CHARTS + GRAPHS 
ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 
No paste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
_ ON PHOTOGRAPHS OR 
DRAWINGS 
* ‘The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 


directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparént backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK HETTERS FOR 
LIGHT CKGROUNDS 
Opaque, block letters for 
white or ‘light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark ‘backgrounds. 
DIRECTIONAL 
ARROWS—+too! 

Small, medium and large 
grrows with white outlines. 


67 


TRY THIS EASY NEW WAY 


Just place the letters in position on ,.7 
yeur copy—they adhere themselves _ 


Has hueGreds of uses! MAIL 
= COUPON ane 
TODAY! Company 
Address 
City & State 


reproduction “ - 


@ Snap up your reproduction copy for offset and en rav- 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimposed on photographs or artwork and used in 


countless ‘other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


“ paptataieieeemeiaaiaate 


ARTHUR — & Se. OM&E-12-46 
67 West 44 
New York 18, NY. Y. 


Send me descriptive folder on Presto-type. 


eee ee ee ae ae 


‘ARTHUR. BROWN & BRO. 


West 44th Street - New York 18, N. ¥: 
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> t's a time-honored custom and a pleasure, too, 


om 


all wishing this Seacen to folks like you 
a right “Merry Christmas” warm aad sincere 


and a “Prosperous, Healthy, Happy New Year” | 


MITTAG & VOLGER, INC., PARK RIDGE, NEW JERSEY 
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material. Formerly, for instance, end-of-month 
reports submitted by departments to show debits 
and credits plus balance were typed and eight or 
nine carbons made. Now it is only necessary to 


= | type a new master at the end of the month, and 
ss 


‘black and white copies made by the machine 


tea | | process have an advantage in clearness and good 
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e Saving 2 : 


Bevelled 
French 
== Curves 


The A B C of the qualizy 
conscious merchant .. . 


(Nways 
Bay 
C-thra 


for a complete line of fast selling, profitable 
drawing, ruling, and computing devices. Top 
value and exclusive C-Thru developments have 
created consistent consumer demand. . . 
Take advantage of C-Thru’s unexcelled 
delivery schedule. 


eae 
& 
. - 


_* 


Write for Free C-Thru Catalog 


RULERS - TRIANGLES + MAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


DT ee ynay 


HARTFORD, i 2 ae ao 


OFFICE MANAGEMENT 


| appearance. 

Assembling biographical data and photographs 
|of employees for publicity and other purposes, the 
editor of Brake Shoe News, (the house organ di- 
stributed to employees in its ten divisions) felt 
that other departments would find it convenient 
to draw upon this centralized information for 
their needs. Centralization of biographical data 
proved so valuable that a “morgue” was organ- 


a | ized. 
” 4 


Another instance 


In another instance, the editor’s belief that an 
article in the publication explaining the activities 
of one of the company’s divisions would convey 
much helpful information to its customers gained 
the approval of top management. A precedent 
was broken and 1600 copies of the publication, 
mailed to the division’s list, familiarized custom- 
ers with the company’s policies and methods, 
gaining their understanding and good will. 

The purchase of a set of the Encyclopedia Brit- 
annica for the use of the headquarters office was 
a recent recommendation of another department 
head that was promptly acted upon. His idea 
was that the set would prove so helpful to ex- 
ecutives and employees that it would become the 
basis on which a library could eventually be built. 


On its own initiative the publicity department 
broadened its service to headquarters depart- 
ments with the inclusion of scrapbooks containing 
publicity régarding their activities, and giving 
helpful ideas and suggestions relating to methods, 
procedures, and other subjects to the various de- 
partments. 

Recently, two or three young men in the N. Y. 
sales department thought it might be a good idea 
to mail out a monthly bulletin to the various divi- 
sions’ sales representatives as a contributory ef- 
fort to coordinate company sales. The suggestion 
was welcomed by top sales executives who im- 
mediately put it into execution. The first issue 
of the bulletin brought such favorable response 
that it has since become a “must” on the com- 
pany’s general sales program. 

Secretaries are on the alert to suggest ways 
of solving an executive’s office problems. A sec- 
retary in the publicity department, for example, 
suggested photostating clippings for the files to 
allow the use of originals in scrapbooks routed to 


departments. 
(Turn to page 58) 
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THE VICTOR SAFE & EQUIPMENT CO. 


NORTH TONAWANDA 
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MARKWELL MFG. CO., INC. 
200 HUDSON ST., NEW YORK 13,N.Y. 
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there are plenty of office 


jobs for DYUPLISTICKERS 


DUPLISTICKERS are saving time and money in offices and 
factories today. While they serve the same purpose 
as roll labels, Duplistickers’ gummed, perforated 
letter-size sheets are easier and quicker to fill in 
on the typewriter—as easy as typing on a letter- 
head. And Duplistickers are a real economy... 
offering three-and-a-half times more stickers 


than roll labels! 


POR LETTER FILE INDEXING. Duplistickers are widely used 
for marking and indexing of tabs on letter-file 
folders, etc. Addressing is faster, and 
Duplistickers cost considerably less per 
thousand labels than other types of 


gummed labels. 


(SPEED DUPLICATE MAILINGS. 


. 


With one operation, it is pos- 
sible to do all the addressing 
required for two, three or four 
different mailings. Single 
mailings can be done more 
quickly too because thirty- 
three addresses can be typed 
with one insertion in the 
typewriter. Ideal for address- 
ing envelopes, circulars, 
samples, catalogues, etc. 


MANY OTHER USES for Du- 
plistickers in offices, factories, 
schools. Particularly conveni- 
ent and practical for address- 
ing heavy duplicate record 
cards of all kinds. 


FIVE COLORS. Available in 
white, blue, pink, green, 
canary. Twenty-five perfor- 
ated gummed sheets in each 
Duplisticker package, with 
thirty-three 21/4,” x 1” stick- 
ers to a sheet—825 stickers 
in all. Retails at 50c. 


December, 194 
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our Reputation for SUPERB STEEL DESKS 


will continue in the future 


I a of CR 3 : : 
A LINE TO BUILD ON © 
ee 


required for the new era and many new products 
will be available to Security dealers in the near 
future. 


Plan Your Future With Security 


SECURITY STEEL EQUIPMENT CORPORATION - 


“December, 1946 
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SANTA CLAUS ! 


We'd like to walk into your office with a pack on 
our back, filled with all the envelopes we haven’‘t 
been able to deliver the past few years. But we 
can’t do it... yet! We can, however, say once 
again that our output has been fairly and squarely 
distributed to our dealers . . . that we've been 
doing our best to meet your demand. . . that we 
have hopes, soon, of meeting it. And we can send 
to you, with no restrictions, no shortages, our 
warm, sincere wishes for a 


Cristina 


and a PROSPEROUS 1947 


_ QUALITY PARK ENVELOPE Co. — 


* General Office and Factory, Quality Park, St. Paul 4, Minn. 
vs Chicago Office and Warehouse, 564 W. Monroe St., Chicago 6, Ill. 


_— 


LEATHEROID 


SLIDE FASTENER 


LA i 


FLAT WALLETS 


Me BLUE LINE AIR MAIL 


—_" 


of BANKER’S FLAP 


=a 
Me airway express 
itl BR aa 
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% This concealed 
safe unit is a patented 
’ Invincible EXCLUSIVE! 


PERSONAL 
FILE 


Your. like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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NATIONALLY ADVERTISED 
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Fittest PENCILS 
A GREAT LINE 


FUSE-TEX 


PROCESSED 
LEADS 


* 


National's 


Shytint 


A THIN LEAD 


CRAYON 
PENCIL 
WITH A 


STRONG LEAD 


BOXED IN 
DOZENS 


* 
58 


nationats "Sause =~“en” Skytint GH usa 500 reo tts. 


223 N22 


wh CO. 
MEB,EO 


Cedar-King SD Milan te 


QUALITY 
AND ASSURED 
PERFORMANCE 


* 


National's 


Codar-KING 


A REAL 
QUALITY 
5c PENCIL 


With a Metal-Brown 
Tip 


* 


MADE IN FIVE 
DEGREES 


A COMPLETE 
LINE IS AT 
YOUR SERVICE 


Try them at our ex- 
pense. Send your 
name and address 
for FREE sample. 


NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 
NEW YORK . . . . . 220 FIFTH AVE. 


* 


x * 


* 
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(From page 52) 

Many excellent suggestions made in offices and 
plants today concern the purchasing of various 
war surplus equipment to effect savings. 

The important subject of office layout is dealt 
with in many of the suggestions that come from 
employees in office departments. They may rec- 
ommend an entirely new arrangement, the parti- 
tioning of space, or rearrangement of desks to in- 
crease efficiency. 

In “Freedom Within Management” Mr. Given 
asks, “How is the chief executive to know whether 
he is succeeding?,” answering with numerous 
instances of initiative, many drawn from produc- 
tion departments. Here several, related to ad- 
ministrative, sales, and office practices, are 
quoted: “... when an intelligent salesman breaks 
all the rules to take care of a customer’s critical 
shortage; when a purchasing agent pays a source 
more than the contract price to adjust the seller’s 
error in estimating; when someone in the medi- 
cal department spends a considerable sum to get 
a private room and the best possible surgeon for 
a critical operation on a machinist’s wife; when 
the accounting department really hounds a supe- 
rior because an expense is out of line; when man- 
agers all down the line take authority and act in 
their own right and on their own initiative— 
when these things take place, then the executive 
knows he is making progress.” 


Progressive decentralization 


The flow of initiative in this organization is 
not checked by arbitrary budgets in plants or de- 
partments. The company’s budgetary procedure, 
in fact, is cited by Mr. Given as the simplest il- 
lustration of “progressive decentralization.” 


The company’s ten divisions, each headed by a 
president, he explains, are essentially ten dif- 
ferent businesses. These divisions, operating 
sixty widely scattered plants, make up their own 
budgets, covering different phases of operations. 
Under each divisional head are departmental ex- 
ecutives; a sales manager, an operating manager, 
a chief engineer, a purchasing agent, and a treas- 
urer. Usually each division also has an adver- 
tising manager, a labor relations man, a safety 
director, a comptroller, and other necessary su- 
pervisors. Subject to the general approval of the 
division head, each “runs his own show” and, 
where such action promises to be constructive, 
prepares a departmental budget. 

In this company it is the chief executive’s aim 
“to train division and department heads to carry 
the budget responsibility as theirs—to feel that 
they themselves have set the various budgets, 
more as guides to constructive action on their own 
part than as a series of limitations emanating 
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TO MAKE A GOOD | 
IMPRESSION 


Old Town 


RIBBONS « CARBONS 
DUPLICATING SUPPLIES 


© CARBON PAPERS 

© MASTER UNITS 

© INKED RIBBONS 

© CARBON RIBBONS 

© DUPLICATING SUPPLIES 
© CARBON ROLLS 

© DUPLICATING INK 


RIBBON & CARBON CO. Inc. _ ca 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. . 2 
Sales and Service Everywhere 
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OFFICE HELPER 
and 


TIME SAVER 


AWE 


Complete with 
Duracrome 
Points, Dip- 
Less Sets sell 
from $2.50 up 


AS your stationer for a free trial 
of this “Dip-Less” Writing Set 
by Esterbrook — a simple, fool-proof, 
common sense business pen with 
these exclusive features: 


¥ Your choice of precision-made, 
corrosion-proof Esterbrook 
points for every writing job. 


¥Y Writes 300 words and more 
without dipping. 
Aa ¥ Can’t leak—won’t flood. 


Y Fill it once—write for months. 
Visible ink fountain well. 


¥ Inexpensive to buy—economical 
to maintain. 


Ask your stationer about special dis- 
counts for quantity purchases. 


THE ESTERBROOK PEN COMPANY 
Cooper Street, Camden, N. J. 


Canadian Representatives: 
The Brown Bros., Ltd., Toronto 


Dip-Less Writing Sets by 


Osterbook 


AMERICA’S FIRST PEN MAKER 


(nse wee 
Dennioon Srods 


IN OUR OFFICE 


ey MMe 


. Uy, _ Tabs, Air Mail Labels in con- 

”) 1] venient pac’ ages, Address Labels, 
if! and Gummed Reinforcements are 

just a few of the many Dennison 
products for which we have a daily 
need. I don’t see how any modern 


y’" office can afford to be without these 
Dennison handy helpers.”’ 


yf 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


Framingham, Massachusetts 


ae 


Sa 


Ssential 


Stationery Supplies for HOME, SCHOOL, and OFFICF 
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)) _ re POSTURE CHAIRS 
ae a Here’s Real Seating Comfort 
For Business Executives 


relaxation — that eliminates fatigue! 


Sturgis design is the secret of correct sitting posture at 


day through. 


See how the Sturgis Execu- 
tive Posture Chair tilts back? 
That's solid seating comfort! 
And it can’t tip over, either. 


STURGIS STEEL .POSTURE CHAIRS 


DESIGNED AND BUILT BY SPECIALISTS 


A man’s posture chair that’s comfortable — that gives 


business — that does away with the 3 PM let-down — 
that keeps one alert — comfortable and relaxed all the 


PRED 


RUBBER PRODUCTS CO. 


FICF 
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isto... —a 
INDEX BUSY ACCOUNTS 


In THE average file the least used 
portion is always indexed. Why not index prop- 
erly the busiest parts of the file . . . the accounts 
where the most activity takes place . . . by the 
use of Wabash Special Name Guides and Chrono- 
logical Folders. They may be furnished already 
printed with your complete list of names, ready 
to drop in the file. Ask your Wabash Dealer about 
this unique, economical, and time-saving service. 


Pre 


OFFICE MANAGEMENT AND EQUIPMENT 


from higher authority. To the extent that this 
objective is achieved, division and department 
heads, not just the president, become downright 
‘tight’ in their budget figuring, for they grow 
progress-minded and result-conscious, dominating 
their budgets rather than being dominated by 
them.” 

Informal talks are one of the most effective 
methods of keeping before the organization a pic- 
ture of where the company is trying to go and 
how it is trying to get there, Mr. Given points out. 
He emphasizes the importance of informality in 
these talks, commenting that “the corner of the 
desk of a department head is a better spot for the 
chief executive when he wants to talk to that de- 
partment head than his own chair in the front 
office.” 

Group meetings of operating heads, members 
of the sales staff, and supervisors are frequently 
arranged to encourage discussion of objectives. 

During a recent trip to the West Coast, where 
several Brake Shoe plants are located, Mr. Given 
and his wife arranged a dinner for supervisors 
and foremen and their wives. The significant part 
that a wife plays in her husband’s accomplish- 
ment was emphasized in the president’s talk, and 
he expressed his wish to have each foreman in the 
company enjoy maximum freedom to “run his 
own show.” By highlighting the human factor, 
he enlisted the cooperation of this group of wives, 
making them proud of their contribution to com- 
pany accomplishment through the encouragement 
and equilibrium afforded by their own detached 
thinking, as a background for the thinking and 
initiative of their husbands. 

Through many such channels, always with em- 
phasis upon human relationships, the company’s 
president indoctrinates those within the organiza- 
tion with the philosophy of “bottom-up manage- 
ment. 


Mistakes in Handling Mail 

Pitney-Bowes, Inc., Stamford, Conn., recently prepared 
a most interesting booklet called Common Mistakes in Mail 
Handling. The booklet shows how these mistakes can be 
eliminated with the use of the Pitney-Bowes postage meter 
machine. 

In the eighteen pages of this advertising brochure is a 
wealth of information on making the mailroom an efficient 
part of the organization. 

Copies of the booklet are available from the company. 


Concrete Floor Paint Offered 
The Tiz-Nu Corp., 673 Coronado St., Los Angeles, 

now has available Rubbermastic concrete floor paint in 
colors. This paint, made from 100 percent gilsonite, dries 
tack free to an enamel-like finish in four hours. It eliminates 
the necessity of etching or priming, and does away with 
saponification troubles. 

The company says that this paint is waterproof and resists 
acid, alkali, heat, electrolysis, rain, sun, snow, ice, and the 
abrasive effects of dirt and sand. 


December, 1946.. 
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Announcing the Eighth Annual 


CHICAGO OFFICE EQUIPMENT 
« DISPLAY > 


The Stevens Hotel Exhibition Hall 


February 3, 4, 5, 1947 


Held in Conjunction With the ANNUAL SEMINAR of 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO © NORTHWESTERN UNIVERSITY 


Office Stability 
Featuring: ~{j Service Functions 
Salary Levels 


For space, write: T. J. Manzke, Office Management Association, 105 W. Madison Street, Chicago 


°™ PLYMOUTH RUBBER COMPANY, INC. | 


FOUNDED 1896 The Largest Rubberizers of Cloth in the World canton, nl y 
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TYPEWRITER RIBBONS [i areRE Mine, 


ia 
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“FILING EFFICIENCY 
(8 ESSENTIAL 


FINDIT FILING SYSTEMS MAKE 
“FILING AND FINDING” FASTER! 


Patent No. 
2248355 and D 128118 


When the boss says, “I need the 
Davis folder pronto,” he puts the 
filing department on the spot 


Take the WRITE Path 
for better looking letters 


When these command perform. 


ances arise and they do frequently 
in business . . . minutes count in 
finding the right folder in the 
files. Even the most competent 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That’s why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons 
that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE for satisfied workers 
. . . better work. 


file clerk is grateful then for the 
assistance FINDIT FILING SYS- 
TEMS render. It goes without 
saying—"“the right filing equip- 


ment makes the job smoother and 
easier . . . it speeds up FILING 
and FINDING.” 


Ask you dealer, or write us today 
for Free samples and attractive 
prices. 


VERTICAL 


Immediate Deliveries GUIDES 


i eg rts See eee 


Bite 
WRITE o@ 12 texinaton av 
INCORPORATED New Vork 17, N. Y. 
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es 
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AMAZING “NEW “ADD- -A-TRAY” 


Be ALL STEEL DESK TRAY 
SOLVES THE DESK FILING ces! 


_ @ Meets a Modern Demand 
© Saves Time, Energy 
@ Increases Worker atticioncy 


@ Tailored to Fit, et oe: 
4 ey 


Assures Fingertip Control Of All Desk Work 


Meets your need for a desk tray that simplifies, organizes all desk 
work. Stack one over the other to provide separate compartments tor 
every work classification. Keep everything handy, convenient, without 


fuss, bother, confusion. Made of heavy gauge 
metal. No sharp edges. Strong, sturdy tiers, 
will not bend, wobble, nor tip over. Beautiful 
baked enamel finish in walnut, green, or 
gray. Letter size 12"x9"'x3". Conserve your 
time, energy, order from your dealer today. 
DEPT. M 


STACKS UP TO 10 HIGH 
Special flange permits each 
ADD-A-TRAY to slide one over 
the other to form a strong, 
tigid tier up to 10 trays high. 


MASO STEEL PRODUCTS 41s s. ctiNton srt. CHICAGO 
MASO MAKES THE BETTER ONE 


y aan 
67- 73 FLEET STREET | JERSEY bd 


TRACE MARK 
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Made President of Burroughs 


John S. Coleman has been named president of thx 
Burroughs Adding Machine Co., 6071 Second Ave., Detroit. 
He succeeds Alfred J. Doughty who resigned as president 
and a director on the advice of his physician. 

Mr. Coleman, a graduate lawyer, had been a vice-president 
and director of the company since May, 1944. Although only 
49 years old, he brings to his new assignment more than 26 
years’ experience in Burroughs marketing and manufac- 
turing. 

Mr. Doughty had been closely connected with Burroughs 
machines over a period extending back to 1884 when, as a 
boy, he became associated with William Seward Burroughs 
in the invention and assembly of the world’s first practical 
adding machine. He was vice-president and a director from 
1923 to 1943, and president from 1943 until his resignation. 


In addition to the resignation of Mr. Doughty and the 
appointment of Mr. Coleman, Burroughs has also announced 
a number of other executive changes from within its own 
ranks, These changes involved the promotion of Laurence 
V. Britt, former executive vice-president, to chairman of 
the board of directors and chairman of a newly-formed 
executive committee; John L. Stewart, formerly vice-presi- 
dent and treasurer, to the position of executive vice- 
president, combining the duties of executive vice-president 
and treasurer; Thomas G. Long, Burroughs legal counsel for 
the past thirty years, to the board of directors, filling the 
vacancy caused by Mr. Doughty’s retirement; Raymond G. 
Bower, director and general factory manager, to vice- 
president, engineering; Ray R. Eppert, sales manager, to 
vice-president, marketing; and Sheldon F. Hall, former 
special representative in Washington, to assistant secretary 
and assistant treasurer. 


GE Bulletin on Lighting Available 

The 76-page technical treatise entitled G-E Bulletin 
LD-1 prepared by C. E. Weitz, lamp and lighting authority 
of the General Electric Lamp Department, Cleveland, Ohio, 


C. E. Weitz 


has evoked so much comment that the firm is making it 
generally available. It may be purchased singly or in quanti- 
ties at 40 cents each. 

Mr. Weitz’s work summarizes technical data contained in 
bulletins and articles published by the engineering division 
of the lamp department. The book also covers the very 
latest lamp developments and discusses their practical ap- 
plications, and the design and operation of incandescent, 
mercury, and fluorescent light sources. 


New Dispensing and Collating Device 

The Kee Lox Mfg. Co., Rochester 1, N. Y., has pro- 
duced a new carbon paper dispensing and collating device 
which it calls the Kopy Aliner Box. The company says use 
of the new product saves valuable time, doubles the life of 
carbon paper, and keeps the stenographer’s hands clean. 
With it, copies can be assembled effortlessly. The company 
offers to send representatives to firms interested in seeing a 
demonstration of the new device. 


36% 


either size above. 
— 
Above: One intermediate bor extends any Kleradesk one 
to five compartments more than original eapacity. Sev- 
eral intermediate bars may be added, if desired. 


——— 
. Above: Large size, for models 6V, 7V, 8V, 
ye Se With or wither ince: 9V, 10V, 11V. With or without knobs. 


Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


. . . adding greater capacity to 

your present steeless Kleradesks 
. . . Providing greater utility from the 

new steeless Kleradesks you buy 
Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having 4 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre 
ciate the convenience of Kleradesk, in handling papet 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelaio 
knobs in the steeless Kleradesks you now own—#ft 
available from your stationer, for additional expand: 
bility. There are also standard parts of steeless Klert- 
desks now being sold. @ Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. @ Order from your 
stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. — 
1126 Sengbusch Bldg. Milwaukee 3, Wisconsin 


—_— 
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SIT COMFORTABLY ’ we 


YOU SIT AT EASE—when the office chair in 
which you spend so many important hours is 
equipped with a SENG Chair Action Control. 
For your back is comfortably and scientifically 
supported. 


YOU KEEP ALERT—because the instantly res- 

ponsive SENG Control keeps you bodily rested 

—makes unhealthful lounging positions unneces- 
i sary to achieve comfort. 


YOU FEEL S4FE—because there's never any 
danger of overbalancing when the reclining 
angle is properly controlled with the SENG. 


YOU'RE MONEY AHEAD—from the years of 
: ~~ dependable, 
trouble-free serv- 
ice that are yours 
from office chairs 


that are SENG 


Controlled. 
THE ll COMPANY 
1450 N. Dayton St. Chicago 22, Ill. 


—_—_ 


SEASON'S 
GREETINGS 


AND A PROSPEROUS 


NEW YEAR 


OUR GOOD FRIENDS IN 
OFFICES EVERWHERE 


May we take this occasion to 
thank you for your understanding 
and cooperation with us during 
the difficult re-conversion period. 
With production stepped up to 
highest levels ever, we now expect 
to serve you promptly during 
1947. Under any conditions, we | 
shall maintain the traditional 
“BERNARD Quality,” because we 
know that’s the way you want it. 


WM. SCHOLLHORN COMPANY 


:‘Quality Tools Since 1870” 


TRADE MARK REGISTERED 
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AROUND 


THE 


The “CROWN” line of 
daters and numberers 
have earned themselves 
the reputation as the 
best. Constructed of 
nickel plated steel 
frames lumi rolls 
and deep moulded 
bands can truly be called 
“BUILDERS OF GOOD 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
Trade 


WE PRIDE OURSELVES ON MAINTAINING 

THE REPUTATION OF HAVING THE MOST 

“COMPLETE LINE" OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The “STAR" brand of 
daters and numberers. 
An inexpensive but serv- 
iceable group of stamps 
possessing the same 
quality of workmanship 
_as put into the most ex- 
‘pensive line of daters 
and numberers 


PASTSWART 


§& COMPANY, INc.- 


80 DUANE ST. NEW YORK7,N.Y. 


ANNOUNCING 


THE FIRST OF A NEW. 
SERIES OF CATALOGS 


CATALOG "B" 
SECTIONAL POST AND 
SUNDRY BINDERS 


A comprehensive showing of modernized housing 
equipment for every need. Cesco now offers a 
wider variety of types, sizes, and grades than ever 
before — and new equipment in the strictly 
economy, as well as the quality brackets. In this 
catalog you will find the answer to problems of 
the replacement, maintenance and development 


of record keeping equipment. 


PROMPT DELIVERIES 


We can now make immediate ship- 
ment of all standard binders and 
forms. 


Ask for Catalog “B” 


THE C. E. SHEPPARD COMPANY 
4409 21st Street Long Island City 1, N. Y. 
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AMERICA’S GREATEST 
PRICING PENCIL! 


WRITES ON EVERYTHING 
IN 6 COLORS! 


LISTO 


LEADS 
[Es 
See Your Jobber 


To the strong, clear mark that Listo Marking 
Pencil makes on glass, metal, cellophane, or any other 
surface, makes pricing quick and easy... Prices are easy 
to read, so you speed up traffic at the checking counter 
and reduce chances of error. 


There’s no sharpening—no wasted stubs—no broken 
leads when you use a LISTO. 


LISTO PENCIL 
CORPORATION 


ALAMEDA, CALIFORNIA 


Li ST PENCIL | 


WRITES ON EVERYTHING 


December, 1946 
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OW YOU CAN 
whe GET THE 
WATTS 


GOVERNMENT APPROVED 


1946 W-2 


@ Employer's name, address and S.S. Identification 
No. imprinted on all copies. 

@ Interleaved carbon easily snapped out, no car- 
bon to insert and remove. 


@ Fourth copy for your records, fifth copy for 
state or city returns available where required. 


@ Made in individual sets, also strips of 4 sets-on- 
a-sheet. 


@ To assure that employees get the 
correct original and duplicate 
copies, their two copies are held 
together by special stub at the 
right. 

@ Important information and in- 


uw 
port” 


SPECIAL tructi ted in red for 
“Cia = 
FEATURES [© Save additional time by using 


Watts opaque specially designed 
Window Envelopes marked 
“Strictly Confidential” and 

inted corner card. Available at 
low cost. 


NEW LOWER PRICES 
Regular 4-Part Sets 


Send for complete 
price list and samples 


600 sets 18.10 5000 sets 
800 sets 20.80 10000 sets 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
214 William St., New York 7, N. Y. 


SINCE 1897 


Dept. O.M. 


{ 
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at least one 
ON EVERY TREE 


ISSUE Dar, 
4S Ime laty Oca 


power to send your sales soaring this Christmas season, 
remember there are other seasons ahead! There’s some- 
thing you can do right now to help keep buying power at 
a healthy level over the coming years: 


Get behind the Christmas U. S. Savings Bond Campaign 
with every means you control. Display Bonds—in win- 
dows and on counters. Advertise Bonds—in newspapers 
and over the radio. Promote Bonds—to every shopper. 


‘Urge every employee to buy them regularly through your 
payroll savings plan. You'll be building tomorrow’s busi- 
ness. You'll be helping to control prices. Investors get $4 
at maturity for every $3. 


A Bond under every Christmas tree will be a better guar- 
antee of future prosperity than a world of wishful thinking. 


ee 


ms The Treasury Department acknowledges with appreciation the publication of this message by 


(y.5 + ° | GEYER PUBLICATIONS 4 
ia : a iad. 260 Fifth Ave., New, York 1, N. Y. byt 73 


‘ 
Tbis 49. an official UxS. Treasur) advertisemen prepared under the auspices of the Treasur) Department and The Advertising Council = 
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Investigate This New 
Speedy Calculating Method! 


Dhbridye 


CALCULATING 
CHARTS 


1, Guarantee the accuracy of your figures. 


2. Do your calculating in a fraction of the time now 
required. 


3. Will equip inexperienced help to figure with speed 
and controlled accuracy. 


4, Will eliminate the distracting noise of machine 
calculation. 


5. Will eliminate delays for machine repairs. 
* 
Phone or Visit Your Supply or Equipment 
Dealer — Today 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


ADDRESS BOOK-—WITH NEW FEATURES 


Besides ruled and printed pages for “addresses and telephone num- 
bers, it has a ready reference telephone list—a birthday and anni- 
versary reminder divided into months and a four year Christmas card 
list with sent and received charts. Famous Wire-O-binding permits book 
to open flat. Soft padded covers with title in gold. Size 55 x 4% inches. 


Imitation Leather covers..........ssseeeee: Retails for $1.00 
Genuine Leather COVETS. +. sees cree eeeeenee Retails for $2.50 


Write ‘for catalog of complete line. 
Wire-0 Binding Company of Chicago 
al W. Van Buren Street Chicago 7, Ulinele 


Display Room—Republic Building 
Around the Corner from the Palmer House 
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signals and maptacks 
aid busy workers... do much 
to make operations smoother. 
Graffco signals and maptacks 
never forget; they make existing 
systems more efficient; speed 


operations. 
GEORGE B. GRAFF 
COMPANY 


68A Washburn Avenue 
Cambridge 40, Mass. 


Times have changed but “ARTGUM” 
still comes to you UNCHANGED IN 
QUALITY, unaffected even by wartime 
shortages and production difficulties. 


There is no substitute for ““ARTGUM”’— 
the surface cleaner with a light touch. 


Insist on the original and standard 


THE ROSENTHAL | CO. 


45 EAST 17th STREET, NEW YORK 3, 
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Here’s Wishing You a Very 


| MERRY 
CHRISTMAS 


AND A FRUITFUL 1947 


<(E2= 


yaa" FILE 


SIGNALS 


THE H. C. COOK CO., ANSONIA, CONN. 


| have shown they prefer. 


| the awards is a point system painstakingly applied by the 


TAILORED 


Once again AICO fills a long-felt office need. This 
new addition to the extensive Aico line is a handy 
insertable binder marker designed to read “‘end-on.” 


| ployment, Miss Brennan said that the preparation of this 
| portion of the city’s student body must be given concur- 
| rently with their general academic training. The Cooperative 


| was established on the alternate week basis, has been in 


| within her department for the administration of the plan, 


It’s especially suited for binders in storage . . . saves 
much time wasted in pulling out ledgers so that titles 
are visible. Made of a heavier gauge cellulose for 
longer wear. 12 to a box, with blank inserts. 


PRODUCTS 

Aico-Grip Tabbing, Desk Pads, 
Loose Leaf Indexes, Cellulose 
Specialties, Protective Holders 


G. J. AIGNER COMPANY 

503 S. Jefferson St., Chicago 7, Ill. 
World’s Leading Manufacturers of Indexes and Index T 
Eastern Distributor—Aigner Index Co., 97 Reade St., New 


abbing 
York 13 


72 
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New York Office Managers Meet 
(See picture on page 38) 


The November dinner meeting of the New Yerk Chap- 
ter of the National Office Management Association. held on 
the 20th of the month at the Belmont Plaza Hotel was note- 
worthy for two reasons. On this occasion ten members of 
the New York Chapter were awarded the Leffingwell Key 
together with a Certificate of Award, in recognition of their 
sustained service to the New York Chapter, and its ob- 
jectives. Besides this event, the members and their guests 
heard an address made by Miss Grace Brennan, administra- 
tive director of Cooperative Education, New York Board 
of Education. Miss Brennan presented a heartening picture 
of the Board’s efforts to bring to a great majority of New 
York’s school children that type of educational training 
which is considered necessary for them, and which they 


In making the awards, Frank L. Rowland, of the Life Of- 
fice Management Association, pointed out that the basis of 


awards committee to the accomplishments of the various 
recipients of this coveted prize for a minimum of eight 
years. 

Here are the names of the ten award winners, all of 
whom accumulated 100 points or more by their efforts in be- 
half of the Chapter: A. J. McCrickard, J. W. Riedell, E. H. 
Conarroe, H. J. Brogley, F. H. Ahlers, C. M. Skade, C. H. 
Hohwieler, A. J. Amberg, Miss Edith Harper, and C. L. 
Maze. 


Miss Brennan was introduced by Dr. P. L. Agnew, As- 
sociate Professor, Dept. of Business Education of the School 
of Education, New York University. Calling the attention 
of her listeners to the fact that the great majority of high 
school graduates in New York go directly into gainful em- 


Pian of Apprentice Education which, Miss Brennan stated, 


oars 
T 


operation since 1930. 
Miss Brennan described in detail the machinery set up 


snd mentioned many facts proving its success. 

In answer to a question by Dr. Agnew as to why the 
p!an was not more widespread, Miss Brennan stated that 
her division was building soundly for the future and for 
that reason chose to move slowly. Even at full development 
of the plan, she said, net every school in the city will em- 
ploy the cooperative training plan; it will not be necessary. 

“We are more interested in developing a sound cooperative 
system,” she said, “rather than attempting to supply the 
New York labor market.” However, she pointed out, busi- 
ness was bound to gain an educational system which would 
save individual companies at least half of their yearly ex- | 
penses incurred in selecting new help and retraining old | 
employees. 

Membership in the New York Chapter of NOMA has 
‘cached an all time high with 540 members, according to 
‘I. B. Roth, chairman of the membership committee. 


3oston Show Attracts Crowds 

More than one hundred different types of accounting 
machines and office equipment were displayed at a recent 
two-day exhibit in Boston sponsored by the Boston Chapter 
of the National Association of Cost Accountants. The dis- 
play, open to the public, was under the guidance of Roy 
S. Fletcher, chief accountant and office manager at H. K. 
Porter, Inc., Everett, Mass., who was chairman. 
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Stone y ~ ; Methods 


America was once on the plane of the Stone Age, but it 
has risen as a giant among nations. 
is reflected in Andy Units of Steel. Only shortage of 
material limits present production. 


CARDINAL SALES, 


This same progress 


INC. 


JAMES H. HICKEY, ome 
Distributor for Anderson- Hickey Co. 


5631 W. MADISON ST., a 
CHICAGO 44, ILL. 


By canay i 


MACO ““PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For usc on surfaces made of:— 


PLASTICS SMQOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips. 
straight or die cut —in various shapes and sizes. 


(Pmonmeesiag, Stocked in white, with printed blue borders, 
| 1M labels to roll, individually packed in 
| a glassine bag and attractive box. 


| No. Size 
5/e in. x 3/4 in. 


| Sioa LITT! tala ie 
Dh.‘ ccesssséceces SET 
4L ......eeeeee. Veinex Tin, 


SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS + LABELS * TICKETS 
111 W. 19th STREET © WAtkins 9-0357 © NEW YORK 11, N.Y. 
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Instantly set up behind 
any Typewriter, can readily 
be moved from one desk 
to another, holds work 
sheets up to 36” wide. 


10-DAY FREE TRIAL 


' Copy-RIGHT MFG. CORPORATION 
,53 Park Place, Dept. A4, New York 7, N, Y. 


'Z Id like to try a Copy-RIGHT without obligation. 
O Send illustrated Catalog. 


GUE o0cccsievsavnees 


Brings “copy” close to 
EYES (short-hand book, 
work sheets and other ma- 
terial from which a 
poe tran- 

bes.) Hence improves 
visibility. 

RESULT: Saves EYES, 
EFFORT, ERRORS, BACK- 
ACHE and up to 


50% 
IN TYPING TIME! 


Ce 


(ATTACH LETTER HEAD PLEASE) 
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tf 
FILE FOLDERS: 
UTILITY LABELS 
ADDRESSING 
MAILING LISTS | 
& MANY OTHER, 
PURPOSES 


ae | 
vt Ris 


ATTRACTIVELY PACKED : 
IN REROLL DISPENSING wuire A aur 
BOX AND DISPLAY CARTON ORANGE 
12 ROLLS OF ONE cote TO CARTON CH E a 
BLUE » GREEN. 
WRITE FOR INFORMATION! | 
. siiieniiia’ CANARY 
MANILA 


the J. LMAY COMPA NY 


TAGS* LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST. - NEW YORK 11, N.Y. 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
\ 


pic 
\ ale oul’, Pyptens: 


Companion eiaieiias — in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, ' 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 5 
Both ROLTONIC and TYPTONIC are Nemruflennabin Now. 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST .- HAVERHILL, MASS. 


OFFICE MANAGEMENT AND EQUIPMENT: 


General Manager of Controllers’ Congress 

Lew Hahn, general manager of the National Retail Dry 
Goods Association, has announced the appointment of Lt. 
Com. John J. Kavanagh, USNR, as general manager of the 
Controllers’ Congress. The Congress is made up of the 
controllers of the stores which are members of the as- 
sociation. Mr. Kavanagh succeeds Kenneth Mages who is 
now associated with Stix, Baer & Fuller. 


Lt. Kavanagh has been placed on inactive duty after 3% 
years in the Navy Supply Corps. His latest post was liai- 
son officer in the executive office of the secretary of the 
Navy in Washington. Before entering the navy Mr. Kava- 
nagh helped to organized the USO. He was controller of the 
National Catholic Community Service, Inc., for two years, 
For five years before that he was in an administrative post 
with the New York State Insurance Department. 


Moves Its Offices 

The Hunter Electro-Copyist, Inc., recently moved to 
larger quarters at 566 Spencer St., Syracuse, New York. The 
firm was formerly located at 428 South Warren St: 


Still Reclaiming Spools 

Because the spool shortage continues to slow down 
typewriter ribbon deliveries, the Carter’s Ink Co., Cam- 
bridge 42, Boston, is again asking for empty ribbon spools. 
Carter’s pays 2 cents for each it receives. 

If shipped by express or freight, the spools should be 
shipped collect and addressed to the company at 239 
First St., East Cambridge, Mass. If shipped by parcel post, 
the packages should be addressed to the company at 239 
First St., Cambridge 42, Mass. In the latter case, the 
company will add the amount of postage to the amount 
it pays for the spools. 


Sells Paper Products Division 


Walter Bender, president of the General Fireproofing 
Co., Youngstown, Ohio, has announced that the company 
has sold its paper products division, including all finished 
inventory, raw material, and machinery in that division, to 
the Smead Mfg. Co., Inc., Hastings, Minn. The paper prod- 
ucts division manufactures indexes, folders, and guides. 


Mr. Bender said that the sale was made because the com- 
pany needs additional factory space to increase the pro- 
duction of metal office furniture. This move also enables 
the national sales organization to concentrate its efforts. 


The Smead company is a large manufacturer of filing sup- 
plies and related paper products. It recently purchased a 
new plant at Logan, Ohio, where it will manufacture and 
ship the line of paper products now made by General Fire- 
proofing in Youngstown. | 


The THOMAS' LIFETIME INK PAD 


IT’S ENTIRELY DIFFERENT! Guaranteed for a Lifetime! 
35,000 IMPRESSIONS 
From Only ONE Filling! 
ONLY $2.00 


The Thomas Lifetime Ink Pad is entirely 
NEW in its construction—a flexible, 
rubber-based pad with 138 ink wells 
that hold more ink, and seal the ink in 
the pad until needed. 

Ink wells release ink at the SLIGHTEST 
TOUCH of a rubber stamp. 
Capillary attraction brings 
just enough ink to the sur- 
face to give a clear, sharp 
impression—every time! 


Send for Your Sample 
Pad Now 


TEN EYCK INDUSTRIES” 


P. O. Box 426 Evanston, Illinois 
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ARMA GEM CLIPS OFFICES apnwma NO-SLIP CLIPS 
ARMA SNAGPROOF 
7” Ideal for curled Ende 
le Use on <Z WIH Met 
Films, Fabrics Werk aw ee 
ARMA TAG WIRE 
m ——— 
1- = < ee _ = 
s. ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
ye 1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
39 CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 
st, Consult your jobber—or write to us. 
9 ; 
1e 
nt PITTSBURGH CUT WIRE CO. 
1112-20 Galveston Ave. Pittsburgh (12) Pa. 
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Here’s one “secret weapon” that needs to be 

unveiled in every corner of the land... 
THE ENEMY: Tuberculosis, the dread White Plague which kills 
more Americans between 15 and 35 than any other disease. 
THE WEAPON: The X-ray, surest means of catching TB early, 
when it can be cured more easily and before it spreads. 
Christmas Seal money fights TB in many ways; one of the 
most important is to buy X-ray units and pro- 


(asistmas he 


nam X 
FULTON SPECIALTY CO. 


200 FIFTH AV... NEW YORK CITY 10.N.¥. 


FACTORY AT ELIZABETH 1, NJ. Z 


- 


Every Urer is Looking for a Superior Product Today—Tempe 
Offers You a Complete Line of Quality Duplicating Supplies 


NO. 500 INK 


i) up entire department. speed 
i cae. No waste of paper—the first copy is good. Tempo 500 has 
sverything—one trial will convinee. 


FILM STENCIL 


“Cash in” on the tremendous interest MAIL COUPON TODAY 


“oF 


mote mass examinations. Please, send in your ee 
ae ibuti in film stencils. Never were they 
= es ee Soe more in demand. In the 8 years wie HARDING ©O., q 
AC x": since we introduced it, users have 432 W. Pico Bl 
we BUY Ty i 
x 3 AY oe to utes eu I - ae eee eee eeee j 
Sr Eliminates type Please details 
mas CHRISTMAS SEALS Lae este mata, yeot Toler (| Temps 600 ink end Tempe 5 
cils, better omen, hy 1 nae J 
Because fthe importance of ### @&<B82YeEPDp © | Gis, BOSSE COpics, COLE TOTUns. ~ MAME sereeeeseee eeeceeee 
the cbove message, this GEYER pam nahn AY. dy : STREET ...ccccccccccgcece : 
space been contributed by ormance cannot sched GEERT cccccces eeeeeesesee 
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BUSINESS WILL NEED 
MORE MAPS IN 1947 


Competitive selling will be coming back fn 1947. 
Sales managers will have to watch territorial 
conditions more closely than has been necessary 
for many years. To do this they will need new 
and up-to-date maps of their territory. 


Cram offers a complete line of business maps for 
business men, including the Namapeo series of 
large scale state maps, the Multi-Unit System of 
washable, markable maps, and Cram’s Business 
Man's Atlas of the U. S. 


New Catalog and prices will be sent on request. 


THE GEORGE F. CRAM COMPANY, Inc. 
730 E. Washington St. Indianapolis 7, Ind. 


MERRY XMAS 
and 
HAPPY NEW YEAR 


S. RUBIN & CO. 


Manufacturing Stationer 
180 MOTT STREET NEW YORK 


Sate 


NE tee: 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 


@ Screw Post Metal Binders 
@ Six different sizes 


0... 10428 - SA 2 1% 
Bi....11A 2% - Ws 18% 
2... 1%, 2 a...2D +: 1% 


Prices on Request 


MAJESTIC LOOSE LEAF 


19-29 Rockwell Place 


INC. 
Brooklyn, N. Y. 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 


in advance. Address replies to all Box Number ads ¢/o 
OFFICE —— & EQUIPMENT, 260 Fifth Ave, 
New York 1, N. 


Lines Wanted 


EXPORT REPRESENTATIVES with world wide outlets desire to rep. 
resent manufacturers interesied in Export. GT-558. 


mnt INDIA—Well established firm desires representation for 
Caleatta for the Manufacturers and Sole Exporters of Papers—all 
varieties, Paperboards, Fountain Pens, Printing Inks, Steel Office Furni- 
ture, Pencils and other Stationery Goods. References: Guarantee Trust 
Company of New York. Broadway. New York and Chartered Bank of 
India, Australia & China. New York. N. Y. Please write with full 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harrison 
Road. Calcutta. India. 


AM INTERESTED in agency for office machines. Write Facon, 58 


Boulevard de Waterloo, Bruxelles, Belgium. 


For Sale or to Buy 


FOR SAI.E—One Remington Rand Electric Fanfold Billing Machine, 
Model 80-C. A. P. W. PRODUCTS COMPANY. INC.. Albany, New York. 
FOR SALE—Billing machine Burroughs Moon Hopkins, Style #720301, 
in A-l shape. Write Box GT-539 


WANTED: Dozen pocket notebooks “Shaws No. S 2852" formerly 
made by Wilson Jones, red leather covered quadrille lined five squares 
to inch. GT-554. 


WANTED TO BUY: 
Burroughs, Moon Hopkins, REBI 
de Waterleo. Bruxelles, Belgium. 


Any quantity typewriters, adding machines, 
ML Write Facon, 58 Boulevard 


Patent Attorneys 


PATENT ATTORNEY secures patents, trade marks, copyri¢ht; call or 
send me your sketch or model, confidential advice; lierature. Z. H. 
POLACHBPK, 1234 Broadway, New York, N. Y 


FEBRUARY ISSUE 
Closing Date 
January 5th 


Please prepare your copy now and 
send complete instructions to our 
New York office. 


GEYER’S TOPICS & OFFICE 
MANAGEMENT & EQUIPMENT 
_ 260 Fifth Ave. ~ New York 1, N. Y. 


SALESMEN 
ARE YOU SEEKING NEW LINES? 


You are invited to file with us now. We may be 
able to assist you in making connections with adver- 
tisers in Office Management & Equipment. : 


Fill out the form below and mail. 


PP Saxena an 
ee eee a rel ere meet ee ere 
Address ..... RcioeGeneneek rake anaes kh ees cena 
eee . Years of Experience ......... 
Lines now carried deel Cee east inaia Tar di goa eet Sem 
TLE CUETO CEE TTT TEE. 
Trade contacted ....... ee ere eee aa 


Will you accept side lines on straight commission? |. a | 
ID sitet eas aun e ans te ueneeenearas 


Have we assisted you in the past? ...................-00000 


No charge for this service. Read your business publication 
regularly to keep informed on trade doings. Watch the 
Want Ad columns for Opportunities and advertise your ows 
wants in it for quick results. 


GEYER PUBLICATIONS 


260 Fifth Ave. New York 1, N. Y. 


————— 
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DEGREES 
. OF 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 


various types of STORAGE BINDERS. 


LENGTHS: 1, 112, 2, 2V2, 3 & 42" 
Expansion Up to 7a Inches 


Samples and Descriptive Booklet on Request 
W. R. KLINE CO. 
440-73rd St., Brooklyn 9, N. Y. 
Western Distributors 
GANE BROTHERS & LANE, INC. 


140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


a 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 

Tablet Armchairs 


ADIRONDACK 


CHAIR COMPANY 


1140 Broadway, New Yerk 1, N. Y. 
Dept. 7 


| Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y.. GRamercy 3-374! 


Visitble Record 


Any Recees Quek --500 Cards $945 
Stock Flexible 6" x4" 
Credit Portable 


Cost Saves Time Complete 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years nationa) use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30. Order now. Send no 
money. Satisfaction Guaranteed. 


Write for Catalog. 


Handifax 2®9ss-soute co. ST. LOUIS 


Sheets of Cards 


= your local stationer and 
ice furniture dealer or 
write us directly. 


Set is composed of 


pot and bracket. post wert Steel Sates Corporatioa | 
300 East 145 Street, New York 51, N. Y. 


December, 1946 


ENVELOPES 


SKY-RITE comes in ALL SIZES, 
6h. 10, 12, MONARCH BARON- 


joneers in air mail—They 
Maia by RRite” for. Plight. Say 
A naan please” on your 


SKY-RITE 74 Varick St. 


matt 


CLEANER 
y ‘ st Quality — -s 
Large Bottle a 
Fast Easy Seller — 4 
Wonderful R ; 
Large Profit 
-AND—Mr Dealer— 
'NEATYPE is sealed in suc 
a way that there is NO 
EVAPORATION IN- 2 

“For Keel Particulars and Samples, Write 


STARKEY (PAPER & SUPPLY 


3800 AGNES AV KANSAS CITY 3, MO 


OFFICE MANAGEMENT AND EQUIPMENT 
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KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp end impres- 


dence. Expert stenog- 


‘sive | 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


g corresp 


ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


The PARVA-GRAPH—8 tools in one—is a combina- 
tion Square, Protractor, Right Triangle, Ruler, Compass, 
French Curve, Mitre, Scribing Tool and Divider. Of 
tough, transparent plastic, it bends without breaking. 


-manas C8S 


@ ARCHITECTS 

O27 «¢ artists @ HOME CRAFTSMEN 
© CARPENTERS @ MECHANICS 
© DRAFTSMEN © STUDENTS 


Jobber inquiries invited 


PARVUA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT 


INDEX TO ADVERTISERS 


| 


Acco Products, Inc... . 
Ace Fastener Corp. . aes Sa 
Adirondack Chair Co. ven a 
Agency Paper Co. coe 
Aigner Co., G. J... .. oo 
All-Steel Equip., Inc. ose 
Amberg File & Index S... 2 
Art Steel Sales Corp.. Sint 
Autopoint Company........ 18 
Barkley & Co., C. L.. - 
Boorum & Pease...... ‘ha 
Brown & Bro., Arthur...... 50 
Browne-Morse Co... .. « & 
Cardinal Sales, Inc.. : 73 
Clarotype Co., Inc., The.... 78 
Codo Mfg. Corp ae aes sc proce 48 
Columbia Ribbon & Carbon 
Mfg. Co., Inc... .... 3 
Cook Co., H.C.. . 
Copy Right Mfg. ‘Corp... 73 
Cram Co., Inc.,,George F.. 76 
C-Thru Ruler @..... | 52 
— Calculating Sys- 
rer 71 
one a ere 60 
Esterbrook Pen Co., The. 60 


Eureka Specialty Printing Co. 54 
Faber Pencil Co., Eberhard.. 17 


Feldco Loose Leaf Co... ... . 8 
Fulton Specialty Co......... 75 
General Pencil Co.. .. 65 
Globe-Wernicke Co., The... 49 
Graff Co., George B......... 71 
Harding Co., Milo.......... 75 


Harriman-Welts Products Co. 74 
Heyer Corp., The 3rd cover 


Invincible Metal Furniture 
| a a .. 
Bee Ce, W:R........ . ae 
Listo Pencil Corp........... 69 
| Majestic Looseleaf, Inc...... 76 
| Markwell Mfg. Co., Inc... . 54 
Maso Steel Products....... 10, 65 
May Co., The J. L.........738, 74 


Mittag & Volger, Inc........ 5] 
National Pencil Co...... .. 88 
Neva-Clog Products, Inc. 

2nd cover 
Niagara Duplicator Co... ... 15 


Office ee Asso. of 
| RAR 63 

Old on Ribbon & Carbon 
M6 di seu ar es oo . 59 


Parva Products............ 78 
Pittsburgh Cut Wire Co.... 75 
Plymouth Rubber Co., Inc.. 63 
Quality Park Envelope Co... 56 


Red Feather Products, Ltd.. 6 


Red Line Mfg. Co.......... 5 
Rockwell-Barnes Co......... 16 
Rosenthal Co., The......... 71 
Ross-Gould Co... .......... il 
Schollhorn Co., William. .... 67 


Sens noch Self-Closing Ink- 


et eer 66 
Sheaffer Pen Co., W. A...... 47 
Sheppard Co., The C. E..... 68 
Speed-O-Print Corp., 11, 12, 13, 14 
Spencer Rubber Products Co. 61 
Staedtler, Inc., J.S......... 1 
Starkey Paper & Ine RA Co.. 
Stewart & Co., Inc 


Sturgis Posture Chair Co. . 61 
Ten Eyck Industries........ 4 
Underwood Corp...... 4th cover 


Universal Office Equipment 
DE aksecacwccnc ns cecer 7 


Watts Co., Inc., Alfred Allen 69 
Ww ire-O-Binding Co. of Chi- 


lve 


Hope Institute 


First model hospital for care 
of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET © NEW YORK 13, N. Y. 
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LETTERGRAPH MODEL ‘C 


valle, 


FULL LEGAL SIZE...SIMPLE TO OPERATE 
100 OR MORE COPIES PER MINUTE 


The Model C Lettergraph offers you every essential feature of even 
the most expensive machines. It’s a full size, big production stencil 
duplicator that can handle any job from post cards to legal size. It's 
always ready to deliver clear, sharp copies in any quantity desired 
at speeds of 100 or more copies per minute! Offices, stores, schools, 
churches, clubs, etc., will find the Model C a fine investment that 
quickly pays for itself. Sturdily built for years of satisfactory service. 


RETAIL PRICE 


s4Q50 


EXCISE TAX INCLUDED 


PRICE INCLUDES THE FOLLOWING INITIAL SUPPLIES 
4 Legal Size Stencils, / Ib. can Black Ink, Ink Brush, Ink 
Pad, Bottle Correction Fluid, 1 Stylus, Signature Plate, 
leatherette Cover and Complete illustrated Instruction 
Book. Shipping weight, 32 Ibs. . 1... + « es « « 


THE HEYER CORPORATION 


CHICAGO, ILL. 


INSIDE INKING 

The Model C Lettergraph 
has a large, legal size 
open perforated cylin- 
der which is inked from 
the inside with a brush— 
easy, quick and conven- 
ient. Assures even spread 
and flow of ink. 


SINGLE ARM FEED 
Sturdy single arm design 
provides maximum space 
for convenience in load- 
ing paper. Cast alumi- 
num feed arm has self- 
levelling action, is quickly 
adjustable for different 
weights and sizes of 
paper. 


HOOK-ON TRAY 
Lorge capacity, all 
metal receiving tray 
hooks into place on ma- 
chine allowing tray tobe 
suspended over edge of 
table orcabinet. Requires 
less space, provides 
greater accessibility. 
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